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POSTAL  SERVICE 

Privacy  Act  of  1974;  Systems  of 
Records,  Annual  Publication 

agency:  U.S.  Postal  Service. 
action:  Annual  report  and  final  notice 
of  records  system  changes. 

summary:  The  primary  purpose  of  this 
document  is  to  publish  the  annual  notice 
under  5  USC  552a(e)  (4)  of  the  systems 
of  records,  as  defined  in  the  Privacy  Act 
of  1974,  Pub.  L.  93-579,  which  are 
maintained  by  the  Postal  Service.  The 
full  text  of  the  Postal  Service’s  systems 
of  records  last  appeared  at:  43  FR  40122, 
September  8, 1978,  with  numerous 
revisions  published  at  45  FR  1558, 

January  7, 1980.  (Also  see  Privacy  Act 
Issuances,  1979  Compilations,  Volume 
IV,  p.  3208.)  This  document  publishes  in 
full  the  systems  that  the  Postal  Service 
has  amended  since  the  January  7, 1980, 
publication  and  provides  the  full 
systems  descriptions  of  those  systems 
that  were  not  published  in  the  January  7, 
1980,  issue  of  the  Federal  Register.  It 
also  provides  the  system  numbers  and 
names  of  those  systems  that  appeared  in 
the  January  7, 1980,  Federal  Register 
which  have  not  been  amended.  In 
summary,  the  reader  has  available,  in 
this  publication  and  the  January  7 
document,  the  complete  text  for  each 
Postal  Service  system  of  records.  This 
document  also  provides  Final  notice  of 
several  record  systems  description 
changes  that  have  recently  appeared  for 
public  comment  in  the  Federal  Register. 
date:  Parts  1,  2,  and  3  are  effective 
January  7, 1981. 

FOR  FURTHER  INFORMATION  CONTACT: 

Mr.  A.  Scott  Hamel  (202)  245-4142. 
SUPPLEMENTARY  INFORMATION:  Changes 
to  the  January  7, 1980,  list  appeared  in 
the  Federal  Registers  on  May  15, 1980 
(45  FR  32153),  August  1. 1980  (45  FR 
51322),  August  25. 1980  (45  FR  56483), 
September  23. 1980  (45  FR  63198),  and 
November  7, 1980  (45  FR  74124). 

The  Postal  Service  has  determined  it 
is  necessary  to:  (1)  publish  final  notice 
of  the  August  1, 1980,  August  25, 1980, 
September  23, 1980  and  November  7, 
1980  proposals:  (2)  delete  a  previously 
published  system  from  the  list  of 
systems  of  records;  and  (3)  make  minor 
editorial  corrections  and  revisions  to  the 
descriptions  of  several  systems  of 
records. 

Postal  Service  regulations  concerning 
the  privacy  of  information  appear  in  39 
CFR  266.  Those  Postal  Service  systems 
of  records  which  are  exempt  from 
certain  provisions  of  the  Privacy  Act  are 
listed  in  39  CFR  266.9(b). 


Part  1:  Final  Notice  of  Prior  Proposals 

On  August  1, 1980,  August  25, 1980, 
September  23, 1980  and  November  7, 

1980  the  Postal  Service  published  for 
•  comment  in  the  Federal  Register  (45  FR 
51322,  45  FR  56483,  45  FR  63198  and  45 
FR  74124,  respectively)  notices  of 
several  Postal  Service  systems  of 
records  changes.  The  final  notice  of  the 
changes  follows: 

(a)  The  Postal  Service  has  determined 
that  it  is  necessary  to  modify  an  existing 
system  of  records  to  provide  for  the 
collection  and  maintenance  of 
information  that  will  be  used  to  make 
lockbox  service  available  in  convenient, 
detached  locations  to  a  larger  segment 
of  the  public.  The  system  will  now 
contain  completed  questonnaires  from 
members  of  the  public  who  are 
interested  in  expanded  lockbox  service. 
The  final  revisions  and  the  system  to 
which  it  applies  follows: 

USPS  010.020,  Collection  and  Delivery 
Records— Boxholders  Records 

Categories  of  individuals  covered  by  the 
system; 

Change  to  read,  “Postal  customers 
who  have  applied  for  or  expressed  an  . 
interest  in  lockbox  or  caller  services, 
whether  for  private  or  public  use.” 

Categories  of  records  in  the  system: 

Change  to  read,  “Records  are  in 
printed  or  card  form  and  contain  name, 
addresses,  telephone  number,  record  of 
payment,  lockbox  service  preference 
and  the  names  of  persons  or  agents 
whether  family  members,  business 
associates,  or  employees.” 

Routine  uses  of  records  maintained  in 
the  system,  including  categories  of  users 
and  the  purposes  of  such  uses: 

Change  routine  use  No.  2  to  read,  “2, 
Disclosed  to  a  Federal,  State  or  local 
government  agency  upon  prior  written 
certification  that  the  information  is 
required  for  the  performance  of  its 
official  business.” 

Storoge: 

Change  to  read,  “Information  is  stored 
on  printed  or  card  form  filed  in  metal 
file  cabinets.  In  locations  where  the' 
records  have  been  automated, 
information  may  be  found  on  magnetic 
tape,  magnetic  cards  or  mylar  strips.” 

Retention  and  disposal: 

Add,  “c.  Lockbox  preference 
questionnaire  forms  are  retained  for  six 
months  after  termination  of  survey.” 

(b)  The  Postal  Service  has  automated 
certain  portions  of  three  systems  to 
improve  their  operating  efficiency.  The 


systems  affected  and  the  changes  to  be 
made  are  set  forth  below: 

USPS  070.040,  Inquiries  and  Complaints— 
Customer  Complaint  Records 

Storage: 

Change  to  read,  “Records  are  stored 
in  original  typed,  printed,  handwritten  or 
computer  printed  form  and  on  magnetic 
tape.” 

Safeguards: 

Change  to  read,  “Paper  records  are 
maintained  in  closed  filing  cabinets. 
Computer  records  are  subject  to  the 
security  of  the  computer  room.” 

Retention  and  disposal: 

Change  to  read,  “Records  are  retained 
up  to  a  maximum  period  of  two  calendar 
years.  All  correspondence  is  retained 
during  the  calendar  year  received,  plus 
one  additional  year.  Paper  records  are 
destroyed  by  burning  or  shredding. 
Computer  records  are  destroyed  by 
erasing.” 

USPS  120.098,  Personnel  Records— Office 
of  Workers’  Compensation  Program 
(OWCP)  Records 

Categories  of  records  in  the  system: 

Change  to  read,  “Copies  of 
Department  of  Labor  forms  consisting  of 
claims  and  supporting  information. 

Postal  Service  forms  and 
correspondence  related  to  the  claim; 
automated  payment  and  accounting 
records.” 

Storage: 

Change  to  read,  “Printed  forms  and 
correspondence.  (Note. — In  some  cases, 
the  USPS  by  agreement  with  the 
Department  of  Labor  (DOL),  temporarily 
stores  original  case  files.  These  files  are 
considered  to  be  DOL  records  to  which 
DOL  rather  than  USPS  regulations 
apply.)  Continuation  of  pay  and  DOL 
chargeback  information  is  stored  on 
computer  media.” 

Retrievability: 

Change  to  read,  “Records  are 
retrieved  alphabetically  by  name  and 
social  security  number.” 

Safeguards: 

Change  to  read,  “Maintained  in 
locked  filing  cabinets  within  the 
exclusive  custody  of  the  injury 
compensation  control  point.  Automated 
records  are  protected  through  computer 
password  security.” 

Retention  and  disposal: 

Change  to  read,  “OWICP  case  files  are 
maintained  for  five  years  after  employee 
has  left  the  Postal  Service,  then 
destroyed. 
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System  managerfs)  and  address: 

Change  to  read,  “APMG,  Employee 
Relations  Department,  and  APMG, 
Finance  Department,  Headquarters.” 

USPS  210.020,  Contractor  Records— 
Contract  Employee  Assignment  Records 

System  name: 

Change  to  read,  “Contract  Records, 
Drivers  Screening  System.” 

System  location: 

Change  to  read,  “Mail  Processing 
Department,  Headquarters;  Regional 
Offices;  Sectional  Centers;  Bulk  Mail 
Centers;  District  Offices;  Post  Offices; 
Postal  Data  Centers;  and  Transportation 
Management  Offices  (TMOs)." 

Categories  of  individuals  covered  by  the 
system: 

Change  to  read,  “Persons  under  a 
highway  contract  with  the  USPS." 

Categories  of  records  in  the  system: 

Change  to  read,  “Name,  social 
security  account  number  and  highway 
contract  to  which  assigned." 

Storage: 

Change  to  read,  “Originally  typed, 
printed  or  handwritten  form;  magnetic 
tape  and  computer  printed  reports.” 

Retrievability: 

Change  to  read,  “Primarily  by 
highway  contract  and  postal  locations 
serviced;  secondarily,  by  individual's 
social  security  number  and  name.” 

Safeguards: 

Change  to  read,  “Through 
computerized  codes  and  passwords, 
access  is  restricted  to  offices  that  are 
the  authority  for  a  specific  contract  and 
to  only  those  post  offices  serviced  by 
the  contract.” 

Retention  and  disposal: 

Change  to  read,  “Records  are  held  one 
year  after  the  contract  expires,  or  one 
year  following  an  individual's 
employment  termination  with  a 
company  that  has  been  awarded  a 
highway  contract.” 

Notification  procedure: 

Change  to  read,  “Contractors  wishing 
to  know  whether  information  about 
them  is  maintained  in  this  system  of 
records  should  address  inquiries  to  the 
TMO  Manager.  Inquiries  should  contain 
full  name  and  highway  contract 
number.” 

(c)  The  Postal  Service  plans  to  extract 
and  report  leave  usage  information 
about  PAR  program  participants  from  its 
payroll  processing  system  (USPS 


050.020).  Reports  will  be  distributed  to 
PAR  program  personnel  in  order  to 
improve  the  ability  to  assess  the  success 
of  the  PAR  program.  The  following 
constitutes  final  notice  of  the  necessary 
changes. 

USPS  120.140,  Personnel  Records— 
Program  for  Alcoholic  Recovery  (PAR) 

System  location: 

Change  to  read,  “PAR  offices,  regional 
headquarters  and  Postal  Data  Centers.” 

Categories  of  individuals  covered  by  the 
system: 

Change  to  read,  “USPS  employees 
who  volunteer  for  or  are  referred  to  the 
Program." 

Storage: 

Change  to  read,  “Printed  forms  and 
paper  files.  Sick  leave  and  Leave 
Without  Pay  information  is  stored  on 
computer  media.” 

Safeguards: 

Change  to  read,  “These  restricted  files 
are  maintained  in  locked  file  cabinets 
with  limited  access  to  PAR  personnel  in 
secured  facilities.  Automated  records 
are  protected  through  computer 
password  security  and  encoding  of 
personal  identifiers.” 

Retention  and  disposal: 

Change  to  read,  “1.  Case  card  is 
destroyed  six  years  following  close  of 
case  file.  2.  Correspondence  and  reports 
are  destroyed  three  years  (field)  or  ten 
years  (Headquarters)  after  close  of  case 
file.  3.  Historical  case  records  card  is 
destroyed  six  years  after  close  of  case 
file.  4.  Case  files  are  destroyed  three 
years  after  recovery  or  one  year  after 
participant  terminates  enrollment.  Paper 
records  are  destroyed  by  shredding  and 
computer  tape/disk  records  are 
destroyed  by  erasing.” 

(d)  The  Postal  Service  has  modified 
USPS  120.120,  Personnel  Records — 
Personnel  Research  and  Test  Validation 
Records  and  USPS  120.098,  Personnel 
Records — O^ice  of  Workers' 
Compensation  (OWCP)  Record  Copies. 
For  USPS  120.120,  the  Postal  Service  has 
expanded  the  types  of  records  in  the 
system,  has  modified  the  statement  of 
purpose,  has  added  one  routine  use  and 
deleted  an  existing  routine  use  ”9”.  and 
has  made  other  minor  changes  to  the 
system. 

USPS  120.098  was  modified  to  add  a 
new  temporary  routine  use  to  allow  the 
Postal  Service  on  a  one-time  basis  to 
disclose  a  limited  amount  of  information 
about  plan  members  to  respective 
Federal  health  benefit  carriers.  This 
information  will  be  used  to  identify 


postal  employees  who  have  received 
compensation  payments  for  the  same 
injury  fi'om  both  the  Postal  Service  and 
the  carriers. 

One  comment  was  received  objecting 
to  the  proposed  change  in  USPS  120.098 
and  objecting  to  the  proposed  adoption 
of  USPS  120.099  (see  (e)  of  this  notice). 
The  commenter  questioned  the  right  of 
the  Postal  Service  to  secure  and  store 
records  under  the  system.  The 
commenter  also  raised  questions  about 
the  categories  of  individuals  being 
limited  to  employees  who  have 
“voluntarily"  filed  for  injury 
compensation  and  questioned  the 
meaning  of  “left  the  Postal  Service”  in 
the  retention  and  disposal  of  records 
section. 

The  purposes  and  authority  for  the 
maintenance  of  the  systems  are  in 
consonance  with  the  provision  of  the 
Privacy  Act  5  U.S.C.  552a(e)(l)  which 
requires  that  an  agency  with  a  system  of 
records  maintain  in  its  records  only  such 
information  about  an  individual  as  is 
relevant  and  necessary  to  accomplish  a 
purpose  of  the  agency  required  by 
statute  or  Executive  Order.  The 
purposes  of  USPS  120.098  and  USPS 
120.099  are  to  help  ensure  the  e^iciency 
of  postal  operations,  especially  in  light 
of  concern  regarding  expenditures  under 
the  injury  compensation  program.  Use  of 
the  word  “voluntarily”  was  not  intended 
to  differentiate  between  postal 
employees  who  have  “involuntarily” 
filed  claims  for  injury  compensation 
since  all  claims  are  filed  on  a  voluntary 
basis.  The  word  “voluntarily"  merely 
points  out  the  nature  of  involvement  in 
the  program.  The  meaning  of  “left  the 
Postal  Service”  in  the  retention  and 
disposal  sections  merely  refers  to  an 
employee,  who,  for  whatever  reason,  is 
no  longer  carried  on  Postal  Service  rolls. 

(e)  This  document  presents  final 
notice  of  two  new  systems  of  records. 

(1)  USPS  120.121,  Personnel  Records — 
Applicant  Race.  Sex.  National  Origin 
and  Disability  Status  Records.  USPS 
120.121  has  been  created  to  provide  the 
Postal  Service  with  the'ability  to  assess 
the  impact  of  selection  decisions  on 
applicants  in  each  racial,  sex,  national 
origin  and  disability  category  who  take 
entry  level  employment  examinations;  to 
implement  and  evaluate  USPS 
affirmative  action  program  in  keeping 
with  equal  employment  opportunity 
programs  requirements  under  the  law, 
and  to  identify  categories  of  individuals 
for  personnel  records  research. 

(2)  USPS  120.099,  Personnel  Records — 
Injury  Compensation  Payment 
Validation  Records.  USPS  120.099  was 
created  to  enable  the  Postal  Service  to 
identify  employees  who  receive  double 
compensation  payments  for  the  same 
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injury.  See  (d)  above  for  a  discussion  of 
the  comment  received  on  proposed 
USPS  120.099.  The  descriptions  of  the 
two  new  systems  appear  in  the  list  of 
systems  at  the  end  of  this  document. 

The  changes  mentioned  above  (a}-(e) 
have  been  incorporated  into  the  list  of 
systems  descriptions  at  the  end  of  this 
document. 

Part  2:  Deletion  of  a  Previously 
Announced  System  of  Records 

Based  on  review  and  discussion  with 
the  responsible  custodian  of  records 
within  system  USPS  120.037,  Personnel 
Records,  Grievance  and  Appeals 
Records  for  Bargaining  Unit  Employees, 
it  was  found  that  the  records  of  this 
nature  are  not  maintained  in  a  manner 
that  causes  them  to  be  retrieved  by 
name  or  other  personal  identifiers. 

Rather,  those  records  are  retrieved  by 
grievance  case  number.  Since  retrieval 
of  records  by  some  form  of  personal 
identification  is  required  to  bring  them 
within  the  Privacy  Act’s  definition  of 
“systems  of  records”,  5  U.S.C.  552a(a](5), 
this  system  should  not  have  been 
established  as  a  Privacy  Act  system  of 
records.  For  this  reason,  final  notice  is 
hereby  given  of  the  deletion  of  system 
120.037. 

Part  3:  Editorial  Corrections  and 
Revisions 

the  Postal  Service  has  also 
determined  it  is  necessary  to  make 
certain  editorial  corrections  and 
revisions  to  several  systems  of  records 
descriptions.  These  editorial  corrections 
and  revisions  do  not  reflect  changes  in 
the  systems  themselves,  but  are 
provided  only  as  changes  to  the 
descriptions.  In  many  cases,  they  correct 
typographic  errors.  'These  changes  do 
not  affect  the  general  character  or 
purpose  of  any  system  described,  nor  do 
they  expand  the  population  of 
individuals  to  which  the  systems  apply. 
The  following  constitutes  final  notice  of 
these  changes: 

USPS  050.010,  Finance  Records— 
Employee  travel  records  (Accounts 
Payable)  050.010 

System  name: 

Change  to  read,  “Finance  Records — 
Employee  Travel  Records  (Accounts 
Payable,  050.010. 

USPS  030.020,  Finance  Records — Payrall 
System,  050.020 

Categories  of  indivisuals  covered  by  the 
system: 

Change  to  read,  “USPS  employees  and 
postmaster  relief/replacement 
employees." 


Routine  uses  of  records  maintained  in 
the  system,  including  categories  of  users 
and  the  purposes  of  such  uses: 

Change  routine  use  No.  “20”  to  read, 
“20.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit.” 

USPS  070.040,  Inquiries  and  Complaints— 
Customer  Complaint  Records,  070.040 

System  name: 

Change  to  read,  “Inquiries  and 
Complaints — Customer  Complaint 
Records,  070.040. 

USPS  090.020,  Non-Mail  Services— 
Passport  Application  Records,  090.020 

Notification  procedure: 

Change  to  read,  “Customers  wishing 
to  know  whether  information  about 
them  is  maintained  in  this  system  of 
records  should  address  inquiries  to  the 
postmaster  of  the  post  office  where  a 
passport  application  was  made. 

Inquiries  should  contain  full  name  and 
date  of  application.  (NOTE:  The  original 
case  file  is  maintained  by  Department  of 
State  and  must  be  requested  from  that 
organization  as  provided  for  under 
Department  of  State  Privacy  Act 
systems  for  passport  information.) 

USPS  120.130,  Personnel  Records— 
Postmaster  Selection  Program  Records, 
120.130 

System  manager(s)  and  address: 

Change  to  read,  “APMG,  Employee 
Relations  Department.” 

USPS  120.180,  Personnel  Records— SkHis 
Bank  (Human  Resources)  Records, 

120.180 

Categories  of  individuals  covered  by  the 
system: 

Change  to  read,  “Skills  bank  records 
are  maintained  on  different  categories  of 
USPS  employees.  Women,  PCES  and 
employees  in  various  job  categories. 

Retention  and  disposal: 

Change  to  read.  “Paper  records  will 
be  destroyed  1  or  2  years  after 
information  is  successfully  entered  into 
the  system,  depending  upon  the 
particular  program  involved,  by 
shredding  or  burning.  Automated 
information  will  be  erased  1  year  after 
employee  is  terminated  or  is  no  longer  in 
the  particular  job  category.” 


Record  source  categories. 

Change  to  read,  “information  is 
obtained  directly  from  employee  and 
USPS  personnel  forms  and  reports.” 

USPS  190.030,  Litigation  Records — Labor 
Topic  Files,  109.030 

System  name: 

Change  to  read,  “Litigation  Records — 
Labor  Law  Topic  Files  190.030 

USPS  200.010,  Non-Mail  Monetary  Claim- 
Relocation  Assistance  Claims,  200.010 

System  name: 

Change  to  read,  “Non-Mail  Monetary 
Claims — Relocation  Assistance  Claims, 
200.010. 

W.  Allen  Sanders, 

Associate  General  Counsel,  General  Law  and 
Administration. 

Annual  Notice  of  Systems  of  Records 

The  following  points  are  relevant  to 
the  annual  notice  of  Postal  Service 
system  of  records  provided  in  this 
document. 

a.  Most  system  containing  contract 
records,  as  well  as  other  legal  records 
relating  to  those  contracts,  are 
considered  business  records  by  the 
Postal  Service,  rather  than  systems  of 
personal  records,  as  that  term  is  defined 
in  the  Privacy  Act.  Accordingly,  these 
systems  are  not  listed. 

b.  All  Postal  Service  records 
described  in  this  list  are  subject  to: 

1.  The  subpoena  of  a  court  of 
competent  jurisdiction. 

2.  Review  by  Congress  or  one  of  its 
committees  or  subcommittees  upon 
request., 

3.  The  “routine  use”  portion  of  each 
system  notice  contains,  as  the  first  item, 
the  system  “purpose.”  'The  “purpose”  is 
included  to  provide  clarity  and  promote 
understanding  of  the  system  by  the 
layman.  It  may  be  defined  as  that 
activity  performed  by  those  officers  and 
employees  of  the  Postal  Service  who 
have  a  need  for  component  records  of 
the  system  in  the  performance  of  their 
duties.  Disclosure  accounting  is  not 
maintained  by  the  Postal  Service  for  any 
activity  listed  as  a  “purpose.” 

A  complete  description  of  the 
following  systems  of  records  was 
published  in  the  Federal  Register  of 
January  7, 1980  (45  FR 1558).  These 
systems  have  not  been  revised  since 
that  publication: 

USPS  030.010,  Equal  Employment 
Opportunity — EEO  Discrimination 
Complaint  Investigations 

USPS  030.030,  Equal  Employment 
Opportunity — EEO  Administrative 
Litigation  Case  Files 
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USPS  040.020,  Customer  Program — 
Sexually  Oriented  Advertisements 
USPS  050.005,  Finance  Records — 
Accounts  Receivable  File  Maintenance 
USPS  050.040,  Finance  Records — 
Uniform  Allowance  Program 
USPS  070.010,  Inquiries  and  * 
Complaints — Correspondence  Files  of 
the  Postmaster  General 
USPS  080.010,  Inspection 
Requirements — Investigative  File 
System 

USPS  080.030,  Inspection 
Requirements — Vehicular  Violations 
Record  System 

USPS  100.050,  Office  Administration — 
Localized  Employee  Administration 
Records 

USPS  110.020,  Property 
Management — Possible  Infringement  of 
USPS  Intellectual  Property  Rights 
USPS  120.020,  Personnel  Records — 
Blood  Donor  Record  System 
USPS  120.036,  Personnel  Records — 
Discipline,  Grievance  and  Appeals 
Records  for  Non-Bargaining  Unit 
Employees 

USPS  120.050,  Personnel  Records — 
Employee  Suggestion  Gontrol 
USPS  120.060,  Personnel  Records — 
Emplo3mtient  and  Financial  Interest 
Records 

USPS  120.070,  Personnel  Records — 
General  Personnel  Folders  (Official 
Personnel  Folders  and  Records  related 
thereto) 

USPS  120.090,  Personnel  Records — 
Medical  Records 

USPS  120.100,  Personnel  Records — 
Performance  Awards  System  Records 
USPS  120.170,  Personnel  Records — 
Safe  Driver  Award  Records 
USPS  120.220,  Personnel  Records — 
Arbitration  Case  Files 
USPS  130.020,  Philately — ^Educators 
Stamp  Fun  Mailing  Lists, 

USPS  150.025,  Records  and 
Information  Management  Records — 
Privacy  Act  Appeals  System 
USPS  170.010,  Statistical  (Cost) 
Systems — Workload  Reporting  Records 
USPS  190.010,  Litigation  Records — 
Civil  Action  Case  Files 
USPS  190.020,  Litigation  Records — 
National  Labor  Relations  Board 
Administrative  Litigation  Case  Files 
USPS  200.030,  Non-Mail  Monetary 
Claims — ^Tort  Claims  Records. 

USPS  210.010,  Contractor  Records — 
Architect  Engineers  Selection  Records. 

USPS  210.030,  Contractor  Records — 
Contractor  Employee  Fingerprint 
Records. 

The  following  are  complete 
descriptions  of  those  systems  that  have 
changed  since  the  January  7, 1980 
Federal  Register  publication  and  of 
those  systems  which  last  appeared  in 
the  September  8, 1978  Federal  Register. 


USPS  010.010 
SYSTEM  name: 

Collection  and  Delivery  Records — 
Address  Change  and  Mail  Forwarding 
Records,  010.010 

SYSTEM  location: 

Post  Offices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Postal  customers  requesting  mail 
forwarding  services  from  their  local 
postal  facilities. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  contain  customer  name,  old 
address,  new  mailing  address,  mail 
forwarding  instructions,  effective  date, 
information  as  to  whether  the  move  is 
permanent  or  temporary  and  the 
customer's  signature. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  403,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  mail  forwarding 
and  address  correction  services  to 
postal  customers  who  have  changed 
address.  Use — 

1.  Records  about  any  named 
individual  are  made  available  to  any 
member  of  public  upon  request. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  or 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

4.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

This  source  document  is  stored  in 
filing  cabinets  at  the  delivery  unit.  They 
are  filed  alphabetically  by  name  within 
month  or  quarter.  Records  generated 
from  the  source  document  are  stored  on 
cards  or  list  forms  or  recorded  on 
magnetic  tape  where  central  markup  is 
computerized.  These  records  are  filed 
alphabetically  by  name  and  route 
number  or  zone. 


retrievabiuty: 

This  system  of  records  is  indexed  by 
name  and  address.  Information  may  be 
retrieved  by  route  number  or  ZIP  Code 
where  a  computerized  system  is  in  use. 

SAFEGUARDS: 

Access  to  and  use  of  these  records  are 
limited  to  those  persons  whose  official 
duties  require  such  access. 

RETENTION  AND  DISPOSAL: 

a.  Source  document  retained  for  1 
year  from  effective  date  and  then 
destroyed  by  shredding  or  burning. 

b.  Information  on  magnetic  tape  is 
retained  for  1  year  from  effective  date. 

At  the  end  of  that  period,  the  tapes  are 
erased. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Delivery  Service  Department, 
headquarters. 

NOTIFICATION  PROCEDURE: 

Customers  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  their  local  postmaster. 
Inquiries  should  contain  full  name  and 
address,  effective  date  of  change  order, 
route  number  (if  known)  and  ZIP  Code. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

The  individual  to  whom  the  record 
pertains. 

USPS  010.020 
SYSTEM  NAME: 

Collection  and  Delivery  Records — 
Boxholder  Records,  010.020. 

SYSTEM  location: 

Post  Offices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Postal  customers  who  have  applied 
for  or  expressed  an  interest  in  lockbox 
or  caller  services,  whether  for  private  or 
public  use. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  are  in  printed  or  card  form 
and  contain  name,  addresses,  telephone 
number,  record  of  payment,  lockbox 
service  preference  and  the  names  of 
persons  or  agents  whether  family 
members,  business  associates,  or 
employees. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  403.  404. 
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ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  post  office  box 
services  to  postal  patrons. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  Disclosed  to  a  Federal,  State  or 
local  government  agency  upon  prior 
written  certification  that  the  information 
is  required  for  the  performance  of  its 
official  business. 

3.  Disclosed  to  persons  authorized  by 
law  to  serve  judicial  process  when 
necessary  to  serve  process. 

4.  Disclosed  to  public  when  box  is 
being  used  for  purpose  of  doing  or 
soliciting  business  with  the  public. 

5.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

6.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

7.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body, 

8.  May  be  disclosed  to  a  Federal  or 
State  agency  providing  parent  locator 
services  or  to  other  authorized  persons 
as  defined  by  Public  Law  93-647. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Information  is  stored  on  printed  or 
card  form  filed  in  metal  cabinets.  In 
locations  where  the  records  have  been 
automated,  information  may  be  found 
on  magnetic  tape,  magnetic  cards  or 
mylar  strips. 

retrievability: 

Information  is  filed  according  to  local 
needs,  and  the  volume  of  records.  Billing 
forms  are  filed  numerically  by  box 
number  within  month  in  which  rent  is 
due.  Applications  are  filed 


alphabetically  by  name  of  individual  or 
firm. 

safeguards: 

Access  limited  to  employees  working 
in  the  boxholder  section. 

RETENTION  AND  DISPOSAL; 

a.  Billing  forms  are  destroyed  by 
shredding  2  years  after  closeout  of  the 
last  entry. 

b.  Boxholder  applications  are  retained 
for  2  years  after  termination  of  the 
rental. 

c.  Lockbox  preference  questionnaire 
forms  are  retained  for  six  months  after 
termination  of  survey. 

SYSTEM  MANAGER(S)  AND  ADDRESS; 

APMG,  Delivery  Services  Department. 
APMG,  Finance  Department, 
Headquarters. 

APMG,  Rates  &  Classification 
Department,  headquarters. 

NOTIFICATION  PROCEDURE: 

Inquiries  should  be  addressed  to  the 
local  postmaster,  requestors  in  person 
should  identify  themselves  with  drivers 
license,  military,  government  or  other 
form  of  identification. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “Notification”  above. 

RECORD  SOURCE  CATEGORIES: 

The  individual  to  whom  the  record 
pertains. 

USPS  010.030 

SYSTEM  NAME: 

Collection  and  Delivery  Records — 
Carrier  Drive-Out  Agreements,  010.030. 

SYSTEM  location: 

District  Offices,  Sectional  Centers, 
Post  Offices,  Postal  Data  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Letter  carriers  who  use  privately 
owned  vehicles  to  transport  the  mails 
pursuant  to  a  valid  agreement  with  the 
local  postmaster. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Information  in  these  records  contain 
Route  Number,  name  and  address  of 
carrier,  social  security  number  and 
effective  dates  of  the  agreement. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  1206. 


ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  reimbursement 
to  carriers  driving  their  own  vehicles. 

Use — 

1.  Provide  necessary  tax  information 
to  Internal  Revenue  Service. 

2.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

3.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  0MB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

6.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

7.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  is  contained  on 
preprinted  forms,  magnetic  tape  and 
computer  printout  reports. 
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retrievabiuty: 

The  system  is  indexed  by  employees’ 
social  security  number,  pay  location 
number  and  pay  period. 

safeguards: 

Normal  precautions  of  filing 
equipment  and  limited  access  and  the 
physical  security  measures  of  the 
computer  facility. 

RETENTION  AND  DISPOSAL! 

Magnetic  tape  records  are  retained  for 
two  calendar  years  (January-December) 
and  then  deleted.  Source  forms  are 
retained  until  a  new  or  changed 
agreement  and  then  destroyed  by 
shredding  or  burning  after  1  year. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Delivery  Services  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

A  carrier  wishing  to  know  if  there  is 
information  in  this  system  of  records 
concerning  him  should  notify  the  post 
office  worked  of  the  pay  periods  the 
agreement  was  in  force,  the  route 
worked,  give  his  name  and  social 
security  number. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

The  individual  to  whom  the  record 
pertains.  * 

USPS  010.040 

SYSTEM  name: 

Collection  and  Delivery  Records — 
City  Carrier  Route  Records,  010.040. 

SYSTEM  location: 

Postal  Service  Headquarters,  Regional 
Headquarters,  District  Offices,  Sectional 
Centers,  Post  Offices,  Automatic  Data 
Processing  Centers,  Postal  Data  Centers 
and  ADP  Contractor  sites. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Letter  carriers,  substitute  carriers  and 
flexible  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Employee  name,  social  security 
account  number,  age,  route  number, 
length  of  service,  leave  time  and 
whether  or  not  a  transportation 
agreement  exists.  It  also  includes 
information  pertaining  to  work  load, 
work  schedule,  performance  analysis 
and  individual’s  work  habits.  Inspection 
reports  of  employees,  work  load  and 
work  load  adjustments.  Employee  and 
Examiner's  comments  on  route 
adjustments  and  inspections.  Statistical 


engineering  record  of  carrier  and  route 
characteristics. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  403,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  m 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  assist  management  in 
evaluating  mail  delivery  and  collection 
operations  and  administering  these 
functions  efHciently. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal. 
State  or  local  charged  with  enforcing  or 
implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant 
thereto. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Disclosure  may  be  made  to  a 
^congressional  office  &om  the  record  of 

an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

5.  Pursuant  to  the  National  Labor 
Relations  Act.  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

6.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Civil  Service  Commission,  upon 
request,  when  that  investigator  is 
properly  engaged  in  the  investigation  of 
a  formal  complaint  of  discrimination 
fried  against  the  U.S.  Postal  Service 
under  5  CFR  713,  and  the  contents  of  the 
requested  record  are  needed  by  the 
investigator  in  the  performance  of  his 
duty  to  investigate  a  discrimination 
issued  involved  in  the  complaint. 

7.  Inactive  records  may  be  transferred 
to  a  CSA  Federal  Records  Center  prior 
to  destruction. 


POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  is  contained  on  printed 
forms,  computerized  media,  computer 
printouts. 

retrievabiuty: 

The  system  is  indexed  by  route 
number,  employee  name,  or  postal 
facility  name. 

SAFEGUARDS: 

Access  to  and  use  of  these  records  are 
limited  to  those  persons  whose  official 
duties  require  such  access. 

RETENTION  AND  DISPOSAU 

Route  inspection  records  are  retained 
for  2  years  where  inspections  are  made 
annually  or  more  frequently,  and  for  5 
years  where  inspections  are  made  less 
than  annually.  Disposal  of  records  is  by 
shredding  or  burning. 

b.  Other  records  in  system  are 
retained  for  a  period  of  up  to  1  year 
depending  upon  the  criticality  of  the 
information  and  then  destroyed  by 
shredding  or  burning. 

c.  Statistical  engineering  records  are 
retained  for  5  years  and  then  further 
retained  on  a  year-by-year  basis  as 
specifically  justified. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMC,  Delivery  Services  Department. 
Headquarters:  SAPMC  Operations 
Gro)fp,  Headquarters  [Statistical 
Engineering  Records). 

NOTIFICATION  PROCEDURE: 

Inquiries  should  contain  employees 
name  and  social  security  number, 
specify  the  type  of  information  being 
requested,  and  forwarded  to  post  office 
where  employed. 

RECORD  ACCESS  PROCEDURES: 

See  NOTfflCA'nON  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOnnCATION  PROCEDURE 
above. 

RECORD  SOURCE  CATEGORIES: 

From  employees,  carrier  supervisors, 
and  route  inspectors. 

USPS  010.050 

SYSTEM  name: 

Collection  and  Delivery  Records — 
Delivery  of  Mail  Through  Agents, 
010.050. 

SYSTEM  location: 

Sectional  Centers.  Post  Offices. 
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CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Postal  customer  requesting  delivery  of 
mail  through  an  agent  and  the  agent  to 
whom  the  mail  is  to  be  delivered. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  contain  the  name  and 
address  of  customer,  name  and  address 
of  agent  and  the  signatures  of  both 
parties. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  403,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — It  serves  as  the  written 
authority  for  the  delivery  of  mail  other 
than  as  addressed. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Records  are  maintained  in  file 
cabinets  on  pre-printed  forms. 

retrievability: 

Forms  are  filed  by  customer  name. 

safeguards: 

Access  is  limited  to  postal  employees 
in  the  delivery  section. 

RETENTION  AND  DISPOSAL: 

Records  are  maintained  until  contract 
is  terminated  then  destroyed  by 
shredding. 


SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Delivery  Services  Department. 

NOTIFICATION  PROCEDURE: 

Submit  to  local  postmaster  proof  of 
personal  identity  and  name. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION"  above. 

RECORD  SOURCE  CATEGORIES: 

Co-signers  of  the  request  for  delivery 
of  mail  through  an  agent. 

USPS  010.070 

SYSTEM  NAME: 

Collection  and  Delivery  Records — 
Mailbox  Irregularities,  010.070. 

SYSTEM  location: 

District  Offices,  Sectional  Centers, 

Post  Offices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Postal  Service  customers  whose 
mailbox  does  not  comply  with  USPS 
standards  and  regulations. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Information  consists  of  the  reports  of 
irregularities  as  submitted  by  the  carrier 
or  route  inspector,  the  name  and 
address  of  customer  and  the  date  and 
signature  of  the  postmaster. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  403,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  provide  for  the  efficient 
delivery  of  the  mail. 

Use— 

1.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 


POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIVINQ,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Information  is  recorded  on  pre-printed 
forms. 

retrievability: 

Information  is  organized  around  route 
number. 

safeguards: 

File  in  cabinets  and  access  is  limited 
to  those  USPS  peronnel  having  a 
working  requirement. 

RETENTION  AND  DISPOSAL: 

Retained  for  one  year  after  completed  * 
action  and  destroyed  by  shredding  or 
burning. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMC,  Delivery  Services  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
local  postmaster,  by  presenting 
identification  as  to  name  and  address 
and  zip  code. 

RECORD  ACCESS  PROCEDURES: 

Make  request  of  the  local  postmaster. 

CONTESTING  RECORD  PROCEDURES: 

Make  request  of  the  local  postmaster. 

RECORD  SOURCE  CATEGORIES: 

Carrier  or  route  inspector. 

USPS  010.080 
SYSTEM  NAME: 

Collection  and  Delivery  Records — 
Rural  Carrier  Routes,  010.080. 

SYSTEM  location: 

Post  Offices  having  rural  carriers 
operations;  Delivery  Services 
Department,  Sectional  Centers;  Regions; 
Districts;  Postal  Data  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Postal  customers  receiving  rural  mail 
delivery  services,  and  rural  carriers, 
substitute  carriers  and  flexible 
employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  contained  in  this  system  are: 
Employee  workload,  work  schedule  and 
performance  analysis.  Inspection  reports 
of  employees,  workload  and  workload 
adjustments,  route  travel  description, 
employee  and  examiners’  comments  on 
adjustments  and  inspection.  Employee 
name,  route  number,  age,  length  of 
service,  physical  condition,  quality  of 
service  and  vehicle  adequacy.  Customer 
addresses  and  names  of  persons  at 
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address  location  (some  rural  routes 
only). 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  403,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUOINQ  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  assist  management  in 
evaluating  rural  mail  delivery  and 
collection  operations  and  administering 
these  functions  efficiency  and  provide 
basis  for  payment  of  salary  and  vehicle 
maintenance  allowance  carriers. 

Use — 

1.  Provide  Bureau  of  the  Census, 
Department  of  Conunerce  address 
information  as  requested  to  assist  them 
in  their  statutory  requirement  of  census 
taking. 

2.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
presecuring  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

3.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

6.  Pursuant  to  the  National  Labor 
Rela^ons  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

7.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 


performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

8.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  for 
storage  prior  to  destruction. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Preprinted  forms  or  lists  in  ordinary 
file  equipment  or  on  computer  tape  and 
printouts. 

retrievabiuty: 

Records  are  maintained  by  name  and 
address  of  customer,  and  by  route 
number,  employee  name  or  postal 
facility  name. 

safeguards: 

Access  to  and  use  of  these  records  are 
limited  to  those  persons  whose  ofbcial 
duties  require  such  access. 

RETENTION  AND  DISPOSAL.' 

a.  Records  in  card  or  list  form  are 
maintained  as  long  as  the  customer 
resides  on  the  route;  they  are  destroyed 
by  shredding  one  year  after  the 
customer  moves,  b.  Route  travel 
description  records,  and  establishment 
and  discontinuance  orders  are  retained 
until  route  is  discountinued  and  then 
transferred  to  the  Federal  Records 
Center  within  two  years  after 
discontinuance  date.  c.  Trip  reports  are 
retained  for  three  years  and  then 
disposed  of  by  shredding  or  burning,  d. 
Route  inspection  reports  and  mail  count 
records  (mail  counts  made  annually  or 
more  frequently)  are  retained  for  two 
years.  Where  mail  counts  are  made  less 
than  annually  records  are  retained  until 
the  next  mail  counts.  Disposal  of  records 
is  by  shredding  or  burning,  e.  Other 
carrier  records  in  system  are  retained 
for  a  period  of  up  to  one  year  depending 
upon  the  criticality  of  the  information 
and  then  destroyed  by  shredding  or 
burning. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Delivery  Services  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Customers  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  their  local  postmaster. 
Inquiries  should  contain  full  name  and 
address.  Employee  inquiries  should 
state  employee  name  and  social  security 
number,  route  number,  specify  the  type 
of  information  being  requested,  and 
forward  to  post  office  where  employed. 


RECORD  ACCESS  PROCEDURES. 

See  NOTinCATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

The  customer  to  whom  the  record 
pertains  and  from  employees,  carrier 
supervisors  and  route  inspectors. 

USPS  020.010 
SYSTEM  name: 

Communications  (Public  Relations) — 
Biographical  Summaries  of  Management 
Personnel  for  Press  Release,  020.010 

SYSTEM  LOCATION: 

Office  of  Public  and  Media  Relations, 
Headquarters. 

OfHce  of  Communications  and  Public 
Affairs,  Regional  Headquarters. 

CATEGORIES  OF  INOIVIOUALS  COVERED  BY  THE 
SYSTEM: 

USPS  executives,  directors  and 
managers  to  include  regional  staff 
ofHcers,  division  directors,  district 
managers,  sectional  center  managers 
and  other  key  management  officials  who 
may  have  frequent  contact  with  news 
media  or  public  speaking  engagements. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Biographical  summaries  on  sheets  of 
paper  plus  photographs.  Summaries 
include  information  as  to  present  title 
and  responsibility,  length  of  service,  age. 
place  of  birth,  marital  status  and 
participation  in  local  community 
activities. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  use  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose  and  Routine. 

Use — 

1.  To  provide  the  public  with 
brackground  information  on  postal 
management  personnel  in  connection 
with  public  relations  matters  such  as 
speaking  engagements,  media 
appearances,  appearances  before  civic, 
fraternal  and  employee  organizations. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 
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POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  is  maintained  on  regular 
bond  paper  in  file  cabinets. 

retrievability: 

Information  is  filed  by  name  and  title. 
safeguards: 

File  cabinets  are  located  in 
communications  offices  where 
information  is  available  only  to 
individuals  having  a  need  for  access. 

retention  and  disposal; 

a.  Biographical  sketches  maintained  at 
regions  are  retained  while  the  individual 
is  assigned  within  the  region.  If 
individual  is  promoted  to  or  assigned  to 
a  position  within  the  USPS  outside  the 
Region,  biographical  information  is 
forwarded  to  the  appropriate  Public 
Affairs  office;  if  employment  with  the 
USPS  is  terminated,  the  sketch  is 
destroyed  by  shredding. 

b.  Biographical  sketches  maintained 
at  USPS,  Washington,  D.C.,  are  retainted 
indefinitely. 

SYSTEM  MANAGER(S)  AND  ADDRESS. 

APMG,  Employee  and  Public 
Communications,  Headquarters. 

notification  procedure: 

Inquiries  should  contain  name  and 
position  held  and  presented  to  the 
Manager  of  Communications  and  Public 
Affairs  where  currently,  or  previously, 
employed. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

The  individual  to  whom  the  record 
pertains. 

USPS  030.020. 

SYSTEM  NAME: 

Equal  Employment  Opportunity — 
Equal  Employment  Opportunity  Staff 
Selection  Records,  030.020 

SYSTEM  LOCATION: 

Employee  Relations  Department, 
Headquarters,  Regional  Headquarters, 
Federal  Records  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Candidates  considered  by  Promotion 
Boards  for  EEO  staff  position. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name  of  candidate,  level,  address, 
service  computation  date,  date  of  birth. 


Social  Security  Number,  postal 
background,  personal  information 
required  to  assess  employee 
qualifications  for  position,  estimate  of 
potential  and  record  of  members  of 
Board. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

30  U.S.C.  1001,  Executive  Orders  11478 
and  11590. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  headquarters 
with  information  needed  to  complete 
selection  process. 

Use — 

1.  USPS  Promotion  Board  reviews 
these  records  to  determine  applicant’s 
eligibility  for  appointment. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  0MB  Circular 
No.  A-19  at  any  state  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressinal  office  made  at  the 
request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

6.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Civil  Service  Commission,  upon  his 
request,  when  that  investigator  is 
properly  engaged  in  the  investigation  of 
a  formal  complaint  of  discrimination 
filed  against  the  U.S.  Postal  Service 
under  5  CFR  713,  and  the  contents  of  the 
requested  record  are  needed  by  the 
investigator  in  the  performance  of  his 
duty  to  investigate  a  discrimination 
issue  involved  in  the  complaint. 

7.  Inactive  records  may  be  transferred 
to  a  CSA  Federal  Records  Center  prior 
to  destruction. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Forms,  paper  files. 


retrievability: 

Name  of  applicant  and  pay  location. 

SAFEGUARDS: 

Maintained  in  locked  file  cabinets 
within  secured  facility. 

RETENTION  AND  DISPOSAL: 

Records  are  transferred  to  the  Federal 
Records  Center  and  maintained 
indefinitely. 

SYSTEM  MANAGER(S)  AND  ADDRESS. 

APMC,  Employee  Relations 
Department,  Headquarters 

NOTIFICATION  PROCEDURE: 

Inquiries  should  be  addressed  to  the 
head  of  the  facilities  where  application 
was  made.  Inquiries  should  contain  full 
name,  position  applied  for,  the  date  the 
Promotion  Board  met  and  Social 
Security  Number. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE*  CATEGORIES: 

Employee,  and  employee  personnel 
data. 

USPS  040.010. 

SYSTEM  NAME: 

Customer  Programs — ^Memo  to 
Mailers  Address  File,  040.010 

SYSTEM  LOCATION: 

USPS  Headquarters,  Customer 
Services  Department  and  at  a  contractor 
site. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Subscribers  to  Memo  to  Mailers 
monthly  newsletter. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Subscribers’  mailing  addresses  and 
status  of  membership  in  Postal 
Customers  Councils. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  use  403,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  prepare  mailing  labels 
for  the  monthly  mailing  of  Memo  to 
Mailers. 

Use- 

Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent. 
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in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Magnetic  tape  and  computer  printout. 

retrievabiuty:  , 

Records  are  maintained  by 
subscriber’s  name,  city,  state  and  ZIP 
Code. 

SAFEGUARDS. 

The  list  contractor  is  forbidden  by 
contract  to  use  the  list  for  any  other 
means  than  to  produce  mailing  labels  for 
the  U.S.  Postal  Service. 

retention  and  disposal: 

The  master  file  is  maintained 
indefinitely,  and  is  updated  each  month. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Customer  Services 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  SYSTEM  MANAGER 
and  supply  their  name  and  address. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION  PROCEDURE" 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION  PROCEDURE" 
above. 

RECORD  SOURCE  CATEGORIES: 

Subscribers,  Postmaster,  USPS 
Customer  Service  Representatives. 

USPS  050.010. 

SYSTEM  NAME: 

Finance  Records — ^Employee  Travel 
Records  (Accounts  Payable),  050.010 

SYSTEM  LOCATION: 

Postal  Data  Centers,  Postal  Service 
Personnel  Offices. 

CATEGORIES  OF  INDIVIOUALS  COVERED  BY  THE 

system: 

USPS  Employees  on  official  travel. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Travel  vouchers  and  travel  advances 
containing  employee  name,  social 
security  number.  Finance  Number,  basic 
travel  information,  and  relocation  data. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  1001,  2008. 


ROUTINE  USERS  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — Reimburse  Employees  for 
official  travel. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  agency, 
whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigatirig 

or  prosecuting  such  violation  or  charged  • 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

4.  Disclosure  may  be  made  to  a 
congressional  office  ft'om  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
of  administrative  body. 

6.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Equal  Employment  Opportunity 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  29  CFR  1613,  and 
the  contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

7.  Records  in  this  system  are  subject 
to  review  by  an  independent  Certified 
Public  Accountant  during  an  official 
audit  of  Postal  Service  finances. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  ANO 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Information  is  stored  on  pre-printed 
forms  and  magnetic  tape. 

retrievabiuty: 

Information  is  indexed  by  social 
security  number. 


SAFEGUARDS: 

Access  is  subject  to  computer  center 
access  control. 

RETENTION  AND  DISPOSAL: 

Retained  four  years  after  payment  and 
destroyed  by  burning  or  magnetic  tape 
by  scratching  and  reuse. 

SYSTEM  MANAGER(S)  ANO  ADDRESS: 

APMG,  Finance  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Requests  for  information  should  be 
presented  to  Employee’s  Personnel 
Officer,  furnishing  name  and  social 
security  number. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTinCATION  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  received  from  the 
employee  filing  a  voucher. 

USPS  050.020 

SYSTEM  NAME: 

Finance  Records — Payroll  System, 
050.020 

SYSTEM  LOCATION: 

Payroll  system  records  are  located 
and  maintained  in  all  Departments, 
facilities  and  certain  contractor  sites  of 
the  Postal  Service.  However,  Postal 
Data  Centers  are  the  main  locations  for 
payroll  information.  Also,  certain 
information  from  these  records  may  be 
stored  at  emergency  records  centers. 

CATEGORIES  OF  INDIVIOUALS  COVERED  BY  THE 
SYSTEM: 

USPS  employees  and  postmaster 
relief/replacement  employees 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  contain  general  payroll 
information  including  retirement 
deduction,  family  compensations, 
benefit  deductions,  accounts  receivable, 
union  dues,  leave  data,  tax  withholding, 
allowances,  FICA  taxes,  salary,  name, 
social  security  number,  payments  to 
financial  organizations,  dates  of 
appointment  or  status  changes, 
designation  codes,  position  titles, 
occupation  code,  addresses,  records  of 
attendance,  and  other  relevant  payroll 
information.  Also  includes  automated 
Form  50  records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  use  401, 1003,  5  USC  8339 
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ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — 

1.  Information  within  the  system  is  for 
handling  all  necessary  payroll  functions 
and  for  use  by  employee  supervisors  for 
the  performance  of  their  managerial 
duties. 

2.  To  provide  information  to  USPS 
Management  and  executive  personnel 
for  use  in  selection  decisions  and 
evaluation  of  training  effectiveness. 
These  records  are  examined  by  the 
Selection  committee  and  Regional 
Postmasters  General. 

3.  To  compile  various  lists  and  mailing 
lists,  i.e..  Postal  Leader,  Women’s 
Programs,  Newsletter,  etc. 

4.  To  support  USPS  Personnel 
Programs  such  as  Executive  Leadership, 
Non-Bargaining  Positions  Evaluations  of 
Probationary  Employees,  Merit 
Evaluations,  Membership  and 
Identification  Listings,  Emergency 
Locator  Listings,  Mailing  Lists,  Women’s 
Programs,  and  to  generate  retirement 
eligibility  information  and  analysis  of 
employees  in  various  salary  ranges. 

Use — 

1.  Retirement  Deduction — To  transmit 
to  the  Office  of  Personnel  Management 
a  roster  of  all  USPS  employees  under 
Title^S  use.  Section  8334,  along  with  a 
check. 

2.  Tax  Information — ^To  disclose  to 
Federal,  State  and  local  government 
agencies  having  taxing  authority, 
pertinent  records,  relating  to  individual 
employees,  including  name,  home 
address,  social  security  number,  wages 
and  taxes  withheld  for  other 
jurisdiction. 

3.  Unemployment  Compensation 
Data — ^To  reply  to  State  Unemployment 
Offices  at  the  request  of  separated  USPS 
employees. 

4.  Employee  Address  File — For  W-2 
tax  mailings  and  Postal  mailing  such  as 
Postal  Life,  Postal  Leaders,  etc. 

5.  Salary  payments  and  allotments  to 
financial  organizations — To  provide 
pertinent  information  to  organizations 
receiving  salary  payments  or  allotments 
as  elected  by  the  employee. 

6.  FI  (SS  Tax)  Deduction — ^To  SS 
Administration  as  record  of  earnings 
under  the  SS  act  for  all  casual 
employees  not  under  retirement. 

7.  Determine  eligibility  for  coverage 
and  payment  of  benefits  under  the  Civil 
Service  Retirement  System,  the  Federal 
Employees’  Group  Life  Insurance 
Program  and  the  Federal  Employees 
Health  Benefits  Program  and  transfer 
related  records  as  appropriate. 

8.  Determine  the  amount  of  benefit 
due  under  the  Civil  Service  Retirement 


System,  the  Federal  Employees’  Group 
Life  Insurance  Program  and  the  Federal 
Employees  Health  Benefits  Program  and 
authorizing  payment  of  that  amount  and 
transfer  related  records  as  appropriate. 

9.  Transfer  to  Office  of  Workers’ 
Compensation  Program.  Veterans 
Administration  Pension  Benefits 
Program,  Social  Security  Old  Age, 
Survivor  and  Disability  Insurance  and 
Medicare  Programs,  military  retired  pay 
programs,  and  Federal  Civilian 
employee  retirement  systems  other  than 
the  Civil  Service  Retirement  System, 
when  requested  by  that  program  or 
system  or  by  the  individual  covered  by 
this  system  of  records,  for  use  in 
determining  an  individual’s  claim  for 
benefits  under  such  system. 

10.  Transfer  earnings  information 
under  the  Civil  Service  Retirement 
System  to  the  Internal  Revenue  Service 
as  requested  by  the  Internal  Revenue 
Code  of  1954,  as  amended. 

11.  Transfer  information  necessary  to 
support  a  claim  for  life  insurance 
benefits  under  the  Federal  Employees’ 
Group  Life  Insurance,  4  East  24th  Street, 
New  York,  NY  10010. 

12.  Transfer  information  necessary  to 
support  a  claim  for  health  insurance 
benefits  under  the  Federal  Employees’ 
Health  Benefits  Program  to  a  health 
insurance  carrier  or  plan  participating  in 
the  program. 

13.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature  to  the 
appropriate  agency  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

14.  To  request  or  provide  information 
from  or  to  a  Federal,  state,  or  local 
agency  maintaining  civil,  criminal,  or 
other  relevant  enforement  or  other 
pertinent  information,  such  as  licenses, 
if  necessary  to  obtain  information 
relevant  to  an  agency  decision 
concerning  the  hiring  or  retention  of  an 
employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or 
the  issuance  of  a  license,  grant,  or  other 
benefits. 

15.  As  a  data  source  for  management 
information  for  production  of  summary 
descriptive  statistics  and  analytical 
studies  in  support  of  the  function  for 
which  the  records  are  collected  and 
maintained,  or  for  related  personnel 
management  functions  or  manpower 
studies;  may  also  be  utilized  to  respond 
to  general  requests  for  statistical 
information  (without  personal 


identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate 
specific  individuals  for  personnel 
research  or  other  personnel 
management  functions. 

16.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  qf  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

17.  Certain  information  pertaining  to 
Postal  Supervisors  may  be  transferred  to 
the  National  Association  of  Postal 
Supervisors. 

18.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

19.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

20.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

21.  Inactive  records  may  be 
transferred  to  a  GSA  Federal  Records 
Center  prior  to  destruction. 

22.  To  provide  data  for  the  automated 
Central  Personnel  Data  File  (CPDF) 
maintained  by  the  Office  of  Personnel 
Management. 

23.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Equal  Employment  Opportunity 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  29  CFR 1613,  and 
the  contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

24.  Records  in  this  sytem  are  subject 
to  review  by  an  independent  certified 
public  accountant  during  an  official 
audit  of  Postal  Service  finances. 

25.  May  be  disclosed  to  a  Federal  or 
State  agency  providing  parent  locator 
services  or  to  other  authorized  persons 
as  defined  by  Public  Law  93-647. 
(Proposed  10/79) 
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POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Preprinted  lorms,  magnetic  tape, 
microforms,  punched  cards,  computer 
reports  and  card  forms. 

RETRIEVABILITY. 

These  records  are  organized  by 
location,  name  and  social  security 
number. 

safeguards: 

Records  are  contained  in  locked  Hling 
cabinets;  are  also  protected  by  computer 
passwords  and  tape  library  physical 
security. 

RETENTION  AND  DISPOSAL: 

Records  are  retained  and  updated 
throughout  employment  with  the  Postal 
Service.  Upon  separation  records 
become  historical  data,  this  data  is 
retained  at  the  local  site  for  two  years 
then  forwarded  to  the  Federal  Records 
Center  nearest  the  pay  location. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Payroll  Systems  Department. 
Headquarters.  APMG,  Employee 
Relations  Department. 

NOTIFICATION  procedure: 

Request  for  information  on  this 
system  of  records  should  be  made  to  the 
head  of  the  facility  where  employed, 
giving  full  name  and  social  security 
number.  Headquarters  employees 
should  submit  requests  to  the  System 
Manager. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTinCATION  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  furnished  by 
employees,  supervisors  and  the  Postal 
Source  Data  System. 

USPS  060.010 
SYSTEM  name: 

Fraud  and  False  Representation 
Records — Consumer  detection  Case 
Records,  060.010 

SYSTEM  location: 

Consumer  Protection  Office,  Law 
Department,  USPS  Headquarters. 

categories  of  individuals  covered  by  THE 
system: 

Respondents  in  proceedings  initiated 
pursuant  to  39  U.S.C.  subsection  3005; 
names  of  attorneys  representing  parties; 
assigned  Postal  Inspectors;  and 
promoter  of  scheme. 


CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Describes  and  provides  history  of  the 
above  and  identihes  interested  parties. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM. 

39  use  subsection  3005. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^Ready  reference  source  for 
determining  status  of  pending  case  and 
identification  of  postal  employees  most 
familiar  therewith. 

Use— 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential  . 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  Pursuant  to  the  National  Labor 
Relations  Act.  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  or 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent 
in  any  legal  proceeding  to  whic^  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

5.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  in  this  system  is 
maintained  on  printed  forms. 

RETRIEVABILITY: 

Records  are  maintained  by  an 
alphabetic  indexing  by  name  of 
respondent 

SAFEGUARDS: 

Records  are  maintained  in  closed 
filing  cabinets  under  general  scrutiny  by 
personnel  of  the  Law  Department. 

RETENTION  AND  DISPOSAL: 

Records  in  this  system  are  maintained 
indefinitely. 


SYSTEM  MANAGER(S)  ANO  ADDRESS: 

Assistant  General  Counsel,  Consumer 
Protection  O^ice,  Law  Department, 

USPS  Headquarters. 

NOTIFICATION  PROCEDURE: 

Customers  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  above  SYSTEM 
MANAGER.  Inquiries  should  contain 
full  name,  name  by  which  respondent  in 
proceeding  may  have  been  designated; 
approximate  time  period  in  which 
proceedings  may  have  been  initiated. 

RECORD  ACCESS  PROCEDURES: 

See  SYSTEM  MANAGER  above. 

CONTESTING  RECORO  PROCEDURES: 

See  SYSTEM  MANAGER  above. 

RECORD  SOURCE  CATEGORIES: 

Complaints,  correspondence  between 
parties  involved  and  Postal  Inspection 
Service  investigative  reports. 

USPS  060.020 

SYSTEM  NAME. 

Fraud  and  False  Representation 
Records — ^Prohibitory  Order,  060.020 

SYSTEM  LOCATION. 

Consumer  Protection  Office.  Law 
Department,  Headquarters,  Postal 
Service  Centers,  Regional  Headquarters, 
Sectional  Management  Centers. 

CATEGORIES  OF  INDIVIOUALS  COVERED  BY  THE 
system: 

Persons  requesting  prohibitory  orders, 
the  mailers  against  whom  such  orders 
are  issued. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Applications  for  prohibitory  orders, 
the  mailing  upon  which  request  is 
predicated,  the  issued  order  and  the 
registered  mail  receipt  signed  by  mailer 
against  whom  order  was  issued. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  use  subsection  3008. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  HU 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  ANO  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  process  request  of  an 
order  to  prohibit  pandering 
advertisement  and  to  determine  whether 
violations  of  orders  have  occurred.  Used 
by  Consumer  Protection  Office  and 
Regional  Counsel  to  investigate 
violations  of  postal  statutes. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
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appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

4.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  is  maintained  in  letter 
form,  handwritten  and  typed. 

retrievability: 

Data  may  be  found  by  prohibitory 
order  number  or  by  name  of  person 
requesting  order. 

safeguards: 

Records  are  maintained  in  closed 
filing  cabinets. 

RETENTION  AND  DISPOSAU 

Information  is  retained  indefinitely. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Assistant  General  Counsel,  Consumer 
Protection  Office,  Law  Department. 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Name  and  address  of  person 
requesting  prohibitory  order  should  be 
furnished  the  SYSTEM  MANAGER. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

Persons  requesting  prohibitory  orders. 
USPS  070.020 

SYSTEM  NAME: 

Inquiries  and  Complaints — 
Government  O^icials’  Inquiry  System, 
070.020. 

SYSTEM  location: 

Government  Relations  Department, 
USPS  Headquarters. 


CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Employees,  former  employees, 
applicants  for  employment,  contractors, 
lessors,  and  customers  who  have  written 
to  nonpostal  government  officials, 
congressmen  and  other  government 
officials  corresponding  with  the  USPS  in 
behalf  of  postal  customers/employees 
and  various  individuals  to  whom  Postal 
Service  announcements/greetings  are 
directed. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Information  stemming  from 
correspondence  described  above,  and 
lists  of  individuals  for  announcements/ 
greetings. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  USPS  officials 
with  ^e  means  of  responding  to 
inquiries  fi'om  and/or  for  other 
government  officials  and  to  serve  as  a 
work  load  reporting  system  for  which  a 
description  appears  as  USPS  170.010. 

Use— 

1.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body, 

POLICIES  AND  PRACTICES  FOR  STORING, 
RECRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

In  original,  typed,  printed,  or 
handwritten  form  and  on  magnetic  tape/ 
disk  and  computer  printouts. 

RETRIEV.'VBIUTY: 

Subject  category  as  derived  from 
correspondence  and  the  name  of  the 
inquirer  and/or  official  inquiring  in  his/ 
her  behalf. 

safeguards: 

Records  are  maintained  in  closed  file 
cabinets  under  general  scrutiny  of 
personnel  of  Government  Relations 


Department.  Computer  readable  media 
are  maintained  in  a  secured  data 
processing  facility. 

RETENTION  AND  DISPOSAL.’ 

Paper  records  are  maintained  for  four 
years  and  then  destroyed  by  shredding; 
magnetic  tape/disk  records  are  kept  for 
three  years  and  then  erased. 

SYSTEM  MANGER(S)  AND  ADDRESS: 

APMG,  Government  Relations 
Department,  USPS  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  above  System  manager. 
Inquiries  should  contain  full  name,  the 
name  of  the  government  official  to 
whom  he  wrote,  the  nature  of  his  inquiry 
and  the  approximate  date. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  Procedure  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  Procedure  above. 

RECORD  SOURCE  CATEGORIES: 

Nonpostal  government  officials. 

USPS  070.040 

SYSTEM  NAME: 

Inquiries  and  Complaints — Customer 
Complaint  Records,  070.040. 

SYSTEM  LOCATION: 

Consumer  advocate.  USPS,  Regional 
and  National  Headquarters,  District 
Officers,  Post  Offices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

USPS  customers  who  have  initiated 
complaints  against  the  USPS. 

.  CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  complainant’s  name,  address,  and 
nature  of  the  specific  complaint,  and 
resolution  of  same. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  403,  404 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  process  USPS  customer 
complaints  regarding  mail  services. 
Use— 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
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with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  ANO 
OISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Records  are  stored  in  original  typed, 
printed,  handwritten  or  computer 
printed  form  and  on  magnetic  tape. 

retrievabiuty: 

By  chronological  sequence  within 
subject  category  as  derived  from 
correspondence  and  the  name  of 
inquirer  or  complainant. 

safeguards: 

Paper  records  are  maintained  in 
closed  filing  cabinets.  Computer  records 
are  subject  to  the  security  of  the 
computer  room. 

RETENTION  AND  DISPOSAL: 

Records  are  retained  up  to  a 
maximum  period  of  two  calendar  years. 
All  correspondence  is  retained  during 
the  calendar  year  received,  plus  one 
additional  year.  Paper  records  are 
destroyed  by  burning  or  shredding. 
Computer  records  are  destroyed  by 
erasing. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Customer  Services 
Department,  Headquarters 

NOTIFICATION  PROCEDURE: 

Customers  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  same  facility  to  which 
they  submitted  their  complaint. 

RECORD  ACCESS  PROCEDURES: 

See  NotiFication  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  above. 

RECORD  SOURCE  CATEGORIES: 

USPS  customers. 


USPS  080.020 
SYSTEM  name: 

Inspection  Requirements — Mail  Cover 
Program,  090.020. 

SYSTEM  location: 

USPS  Inspection  Service  National  and 
Regional  Headquarters;  Divisional 
Headquarters. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
system: 

Individuals  on  whom  a  mail  cover  has 
been  duly  authorized  to  obtain 
information  in  the  interest  of  (1) 
protecting  the  national  security  (2) 
locating  a  fugitive  and  (3)  obtaining 
evidence  of  the  commission  or 
attempted  commission  of  a  crime  which 
is  punishable  by  imprisonment  for  a 
term  exeeding  one  year. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Names  and  addresses  of  individuals, 
inter-office  memorandums,  and 
correspondence  with  other  agencies. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401,404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  investigate  the 
commission  on  or  attempted  commission 
of  acts  constituting  a  crime  that  is 
punishable  by  law. 

Use — 

1.  Information  from  this  system  of 
records  may  be  disclosed  to  an 
appropritate  law  enforcement  agency, 
whether  Federal,  State  or  local,  charged 
by  law  with  the  responsibility  for 
investigating,  prosecuting  or  otherwise 
acting  with  respect  to  protecting  the 
national  security,  locating  a  fugitive,  or 
obtaining  evidence  of  commission  or 
attempted  commission  of  a  crime. 

2.  A  record  relating  to  a  case  or  matter 
may  be  disseminated  in  an  appropriate 
Federal,  State,  local,  or  foreign  court  on 
grand  jury  proceeding  in  accordance 
with  established  constitutional, 
substantive,  or  procedural  law  or 
practice. 

3.  A  record  relating  to  a  case  or  matter 
may  be  disseminated  to  an  actual  or 
potential  party  or  his  attorney  for  the 
purpose  of  negotiation  or  discussion  on 
such  matters  as  settlement  of  the  case  or 
matter,  plea  bargaining,  or  informal 
discovery  proceedings. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent. 


in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

6.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POUaES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  ANO 
OISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Original  typed  documents  and/or 
duplicate  copies. 

retrievabhjty: 

Subject’s  name  filed  alphabetically  by 
fiscal  year. 

safeguards: 

Mail  cover  data  is  stored  in  locked 
cabinets  or  in  a  safe.  Classified  mail 
cover  material  and  any  mail  cover  data 
which  involves  national  security  is 
stored  in  a  safe  or  in  metal  file  cabinets 
equipped  with  either  steel  lockbar  hasp 
and  staple,  or  locking  device  and  an 
approved  three  or  more  combination 
dial-type  padlock  firom  which  the 
mam^acturer's  identification  numbers 
have  been  obliterated 

RETENTION  ANO  DISPOSAU 

Files  and  records  pertaining  to  mail 
covers  are  retained  for  eight  years,  and 
older  data  is  destroyed  by  shredding  or 
burning. 

SYSTEM  MANAGER(S)  ANO  ADDRESS: 

Chief  Inspector,  UPSPS  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  above  SYSTEM 
MANAGER.  Inquiries  should  contain 
full  name  and  current  address,  together 
with  previous  addresses  for  past  eight 
years  when  applicable. 

RECORD  ACCESS  PROCEDURES: 

See  System  Manager  above. 

CONTESTING  RECORD  PROCEDURES: 

See  System  Manager  above. 

RECORD  SOURCE  CATEGORIES: 

Correspondence  from  requesting 
authority  and  record  of  action  taken 
upon  that  request. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT: 

Reference  39  C.F.R.  266.9  for  details. 
USPS  090.020 
SYSTEM  name: 

Non-Mail  Services — Passport 
Application  Records,  090.020. 


1984 
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SYSTEM  location: 

Eight-hundred  (800)  Post  Offices  in  all 
states  except  New  Jersey. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Persons  applying  for  passports. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Passport  applications,  name, 
telephone  number  and  services 
rendered. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401,  411,  22  U.S.C.  214. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  process  the  application 
of  passports. 

Use— 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
stature,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  Records  may  be  transferred  to  the 
State  Department. 

3.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

4.  Disclosure  may  be  made  to 
congressional  office  fi:om  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  in  this  system  is 
maintained  on  printed  forms  in  hard 
copy. 

retrievabiuty: 

By  name  of  applicant  and  by  postal 
accounting  quarter. 

SAFEGUARDS: 

Information  in  this  system  of  records 
is  maintained  in  file  cabinets  in  the 
Accounting  Unit 


RETENTION  AND  DISPOSAU 

Passport  applications  are  retained  for 
two  days _at  the  post  office  where 
application  was  made  and  then 
forwarded  to  the  Department  of  State. 
Applicant’s  names  and  telephone 
numbers  are  retained  at  the  post  office 
for  three  months  following  the  close  of 
the  postal  quarter  in  which  application 
was  made. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG  Delivery  Services  Department. 

NOTIFICATION  PROCEDURE: 

Customers  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  postmaster  of  the  post 
office  where  a  passport  application  was 
made.  Inquiries  should  contain  full  name 
and  date  of  application.  (NOTE:  The 
original  case  file  is  maintained  by 
Department  of  State  and  must  be 
requested  fiom  diat  organization  as 
provided  for  under  Department  of  State 
Privacy  Act  system  for  passport 
information.) 

RECORD  ACCESS  PROCEDURES: 

See  "NOTIFICATION"  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

Information  in  this  system  of  records 
is  obtained  from  the  applicant. 

USPS  090.030. 

SYSTEM  NAME: 

Non-Mail  Service — ^U.S.  Savings 
Bonds  Application  Record.  090.030 

SYSTEM  location: 

Selected  Post  Offices  throughout  the 
United  States  where  the  Postal  Service 
is  the  issuing  agent 

categories  of  individuals  covered  by  the 
system: 

Persons  applying  for  U.S.  Savings 
Bonds  to  be  issued  in  the  names  of 
natural  persons  in  their  own  right  only. 

categories  of  records  in  the  system: 

Name  and  address,  number  of  bonds 
applied  for  and  total  amount  of 
purchase. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401, 411. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDINQ  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose— To  process  applications  for 
U.S.  Savings  Bonds. 

Use — 


1.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

2.  Disclosure  may  be  made  from  the  ' 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

3.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violator  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  local  or  foreign  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

4.  Records  may  be  transferred  to  the 
Treasury  Department. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  in  this  system  is 
maintained  on  printed  forms  in  hard 
copy. 

retrievabiuty: 

By  name  of  applicant 

safeguards: 

Information  in  this  system  of  records 
is  maintained  on  secure  premises  in  file 
cabinets. 

RETENTION  AND  DISPOSAU 

Information  in  this  system  is 
maintained  for  two  years  and  then 
destroyed. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

AMPC,  Finance  Department 

notification  procedure: 

Customers  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  postmaster  in  whose 
facility  the  application  was  filed, 
inquiries  should  contain  full  name  and 
address  of  customer. 

RECORD  ACCESS  procedures: 

See  Notification  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  above. 

RECORD  SOURCE  CATEGORIES: 

Information  in  this  system  of  record  is 
obtained  from  the  applicant. 

SYSTEM  name: 

Office  Administration — Carpool 
Coordination/Parking 
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Records  System.  100.010 
SYSTEM  location: 

Procurement  and  Supply  Department, 
Headquarters  and  various  field 
installations. 

CATEGOmES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

USPS  employees,  other  building 
tenants,  and  o^er  individuals  who  are 
members  of  carpools  with  USPS 
employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Applications,  letters  of  violations, 
letters  of  suspensions,  payment  data. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^Provide  parking  and 
carpooling  services  to  employees. 

Use — 

1.  To  provide  each  employee  of 
Headquarters,  USPS,  who  desires  to  join 
or  establish  a  carpool  with  the  listing  of 
employees  who  live  in  his/her  ZIP  Code 
area. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of  . 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 

^  the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

6.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Civil  Service  Commission,  upon 
request,  when  that  investigator  is 
properly  engaged  in  the  investigation  of 
a  formal  complaint  of  discrimination 
filed  against  the  U.S.  Postal  Service 
under  5  CFR  713,  and  the  contents  of  the 
requested  record  are  needed  by  the 
investigator  in  the  performance  of  his 


duty  to  investigate  a  discrimination 
issue  involved  in  the  complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Preprinted  forms  and  magnetic  tape/ 
disc. 

retrievabiuty: 

Carpool  member  name  and  ZIP  Code, 
space  or  license  number. 

SAFEGUARDS: 

Folders  containing  paper  documents 
are  maintained  in  locked  file  cabinets  to 
which  only  authorized  personnel  have 
access.  Computer  equipment  is  located 
in  secured  area,  and  magnetic  tape/disc 
files  are  kept  in  locked  steel  cabinets. 

RETENTION  AND  DISPOSAU 
All  carpool  and  parking  service 
records  are  retained  for  a  period  of  six 
months  following  termination  of  service. 
At  the  end  of  retention  period,  paper 
records  are  destroyed  by  shredding  and 
tape/disc  records  are  erased. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

AMPG,  Procurement  and  Supply 
Department.  Headquarters.  Executive 
Manager.  PST  &  DI  Center. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  system  manager  where 
employed. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  Procedure  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  Procedure  above. 

RECORD  SOURCE  CATEGORIES: 

From  carpool  and  parking  service 
applicants/users. 

USPS  100.020 

SYSTEM  name: 

Office  Administration — Customer 
Services  Communicator  Letter,  100.020. 

SYSTEM  location: 

Customer  Services  Department. 
Headquarters. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Headquarters  and  Regional  Customer 
Services  personnel.  District  Managers, 
District  Directors  of  Customer  Services, 
Sectional  Center  Directors  of  Customer 
Services,  BMC  General  Managers  and 
Customer  Engineers,  selected 
postmasters  and  requesters.  Customer 


Services  representatives.  Sectional 
Center  Managers  of  Retail  Sales  and 
Services,  Post  Office  Managers  of 
Customer  Services. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name  and  home/business  addrass  of 
employees  receiving  newsletter. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUOINO  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  distribute  a  sales  and 
marketing  newletter  to  Postal  Service 
Customer  services  employees. 

1.  Disclosure  may  be  made  to  a 
congressional  office  fiom  the  record  of 
an  individual  in  response  to  an  inquiry 
from  die  congressional  office  made  at 
the  request  of  that  individuaL 

2.  Disclosure  may  be  made  fiom  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  whidi  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POLICIES  AND  PRACTICES  FOR  STORBIO, 
RETRIEVUIO,  ACCESSINQ,  RETABRNO,  AND 
DISPOSBM  OF  RECORDS  Bl  THE  SYSTEM. 

storage: 

Addressograph  plates,  magnetic  tape, 
computer  printouts  and  paper  forms. 

retrievability: 

Name  of  recipient  of  communicator 
letter. 

safeguards: 

Addressograph  plates  and  paper 
forms  are  kept  in  closed  file  cabinets 
accessible  o^y  by  authorized  customer 
services  personnel.  Magnetic  tapes  and 
computer  printouts  are  maintained  in  a 
secui^  ADP  facility. 

RETENTION  A»PD  DISPOSAU 

Records  are  maintained  on  a  year-to- 
year  basis  subject  to  reverification  each 
year.  At  the  end  of  retention  period, 
paper  records  are  shredded,  computer 
records  are  erased,  and  addressograph 
plates  are  destroyed. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Assistant  Postmaster  General, 
Customer  Services  Department, 
Headquarters. 

NOTIFICATION  procedure: 

Employees  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  head  of  the  facility 
where  they  are  employed. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  Procedure  above. 
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CONTESTING  RECORD  PROCEDURES: 

See  Notification  Procedure  above. 

RECORD  SOURCE  CATEGORIES: 

Information  in  this  system  is  obtained 
from  payroll  system  and  in-house 
listings  of  interested  readers. 

USPS  110.010 
SYSTEM  name: 

Property  Management  Records — 
Accountable  Property  Records,  110.010. 

SYSTEM  location: 

All  USPS  Components. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Employees  assigned  accountable 
property. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  controlling  the  issuance  of 
accountable  Postal  Service  Property, 
such  as  equipment,  credentials,  and 
controlled  documents. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  use  401 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  a  record  of 
accountable  property  on  hand  and  to 
whom  it  has  been  assigned. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  law  enforcement  agency, 
whether  Federal,  state,  or  local,  charged 
with  the  responsibility  of  investigating 
or  prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review’  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

5.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  requests  when  needed  by  that 


organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

6.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Equal  Employment  Opportunity 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  29  CFR 1613  and 
the  contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  in  this  system  is 
maintained  on  printed  forms. 

retriev  ability: 

Name  of  recipient  of  accountable 
property  and  types  of  equipment. 

safeguards: 

Physical  security. 

RETENTION  AND  DISPOSAU 

As  long  as  individual  is  charged  with 
equipment,  records  are  returned  to 
individual  when  he  is  no  longer 
accountable, 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

(1)  Chief  Postal  Inspector, 
Headquarter;  (2)  APMG,  Procurement 
and  Supply  Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether 
information  about  them  is  maintained  in 
the  system  should  address  inquiries  to 
the  Custodian  in  the  facility  where 
assignment  was  made.  Headquarters 
employees  should  submit  request  to  the 
SYSTEM  MANAGER. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  by  the 
individual  to  whom  the  record  pertains. 

USPS  120.035. 

SYSTEM  NAME: 

Personnel  Records — Employee 
Accident  Records,  120.035 

SYSTEM  location: 

Safety  offices  in  any  USPS  facility. 


CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

All  postal  employees  that  have  an 
accident  that  involves  100  dollars  or 
more  damage  and/or  an  occupational 
injury  or  illness. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name,  address,  age,  sex  and  type  of 
accident. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Public  Laws  91-596  and  94-82, 
Executive  Orders  11807. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  data  for 
analytical  studies. 

Use— 

1.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

2.  To  furnish  the  U.S.  Department  of 
Labor  with  serious  accident  reports, 
information  to  reconcile  claims  filed 
with  the  Office  of  Worker’s 
Compensation  and  quarterly  and  annual 
summaries  of  occupational  injuries  and 
illnesses;  and  to  make  information 
available  to  the  Secretary  of  Labor  upon 
his  request. 

3.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

4.  To  a  court,  party,  or  counsel  for  a 
party,  to  litigation  involving  accident  or 
to  which  it  is  relevant  or  to  persons 
insurance  companies  or  counsel  for  the 
foregoing  settlement  or  attempting  to 
settle  claims  involving  the  accident. 

5.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 
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6.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  requests  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

7.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

8.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

9.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POLICES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE. 

Information  in  this  system  is 
maintained  on  index  cards,  magnetic 
tape,  preprinted  forms  and  computer 
print-outs. 

RETRIEVABIUTV: 

Employee  name  and  social  security 
number. 

SAFEGUARDS: 

Maintained  in  closed  file  cabinets 
within  secured  facilities. 

RETENTION  AND  DISPOSAL: 

Records  are  maintained  locally  for 
two  years.  Copies  are  maintained  at 
National  Headquarters  for  five  years 
foUwing  the  end  of  the  calendar  year  to 
which  they  relate  as  required  by  OSHA. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  head  of  the  facility 
where  employed.  Headquarters 
employees  should  submit  requests  to  the 
SYSTEM  MANAGER.  Inquiries  should 
contain  full  name,  address,  finance 
number  and  social  security  number. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

USPS  Accident  Reports  and  OWCP 
claim  forms. 


USPS  120.040. 

SYSTEM  name: 

Personnel  Records — ^Employees  Job 
Bidding  Records,  120.040 

SYSTEM  location: 

Most  departments,  facilities  and 
certain  contractor  sites  of  the  Postal 
Service. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Employees  who  have  made  a  "Bid  for 
Preferred  Assignment”  with  the  USPS. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM. 

Knowledge  of  schemes,  vacant 
position  characteristics,  seniority  of  the 
employee,  level  of  the  candidate,  and 
craft. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  use  1001, 1206. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  the  Office  of 
Personnel  with  fair  and  impartial 
information  to  match  vacant  position  to 
the  most  qualified  candidate. 

Use— 

1.  To  provide  information  for  official 
bulletin  boards  and  release  to  various 
employee  organizations. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

6.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  Rled  against  U.S. 


Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Records  are  stored  on  magnetic  tape, 
punched  cards,  preprinted  forms  and 
computer  printed  reports. 

retrievabiuty: 

This  system  is  indexed  by  employee 
name  and  Social  Security  Number. 

safeguards: 

Computer  center  access  control  and 
limitation  within  offices  to  those 
employees  maintaining  the  system. 

RETENTION  AND  DISPOSAU 

Computer  records  are  saved  two 
years,  then  automatically  deleted.  Paper 
records  are  kept  six  months  after  a 
vacancy  is  Hlled,  then  destroyed.  Some 
records  are  retained  until  employee 
separation. 

SYSTEM  MANAGERfS)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE. 

The  employee  should  state  the 
position  of  bid  and  identify  himself  with 
name.  Social  Security  Number,  closing 
date  of  the  bid  notice,  and  forward  this 
information  to  the  head  of  the  facility 
where  employed.  Headquarters 
employees  should  submit  requests  to  the 
System  Manager. 

RECORDS  ACCESS  PROCEDURES: 

See  “NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

Employee  personnel  data,  scheme 
knowledge,  qualifications  of  the  job  and 
of  the  candidate,  successful  bidders 
notices  from  vacant  duty  assignment 
postings. 

USPS  120.080 

SYSTEM  name: 

Persoimel  Records — ^Master  Minority 
File  Records,  120.080. 

SYSTEM  LOCATION: 

Employee  Relations  Department, 
Headquarters  and  Postal  Data  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

All  USPS  employees. 
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CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Consists  of  the  Minority  Designation 
Code  and  social  security  number  of 
USPS  employees. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

42  U.S.C.  2000e-16,  Executive  Orders 
11478  and  11590. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES. 

Purpose — ^To  provide  the  USPS  Office 
of  Equal  Employment  Opportunity  with 
minority  statistics  as  required. 

1.  Disclosure  may  be  made  to  the  Civil 
Service  Commission  for  the  oversight 
and  enforcement  of  Federal  EEO 
regulations. 

2.  Information  contained  in  this 
system  for  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Civil  Service  Commission,  upon  his 
request,  when  that  investigator  is 
properly  engaged  in  the  investigation  of 
a  formal  complaint  of  discrimination 
filed  against  the  U.S.  Postal  Service 
under  5  CFR  713,  and  the  contents  of  the 
requested  record  are  needed  by  the 
investigator  in  the  performance  of  his 
duty  to  investigate  a  discrimination 
issue  involved  in  the  complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Magnetic  tapes. 

retrievabiuty: 

Employee’s  social  security  number. 

SAFEGUARDS: 

Computer  Password  security,  physical 
security,  specialized  access  instructions. 

RETENTION  AND  DISPOSAL: 

Computer  records  are  retained  for  two 
years. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether  a 
minority  code  is  maintained  for  them, 
should  address  inquiries  to  the  System 
Manager.  Inquiries  should  contain  full 
name  and  social  security  number. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
employees. 


USPS  120.098 

SYSTEM  NAME: 

Personnel  Records — Office  of 
Workers’  Compensation  Program 
(OWCP),  Record  Copies  120.098. 

SYSTEM  location: 

All  postal  facilities. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Postal  employees  who  have 
voluntarily  filed  for  injury 
compensation. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Copies  of  Department  of  Labor  forms 
consisting  of  claims  and  supporting 
information.  Postal  Service  forms  and 
correspondence  related  to  the  claim; 
automated  payment  and  accounting 
records. 

AUTHORITY  FOR  MAINENANCE  OF  THE  SYSTEM: 

39  U.S.C.  1005. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  to 
provide  injury  compensation  to 
qualifying  employees  is  and  to  maintain 
a  record  of  the  events  as  a  basis  for 
managerial  decisions. 

Use— 

1.  To  provide  information  to  the 
Department  of  Labor  for  the  purpose  of 
determining  whether  a  claimant 
qualifies  for  compensation  and  to  what 
extent  qualification  applies. 

2.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  circular. 

5.  Disclosure  may  be  made  from  the  . 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
on  administrative  body. 

6.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 


appropriate  agency,  whether 
international.  Federal,  State  or  local 
charged  with  the  responsibility  of 
investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule, 
regulation  or  order  issued  pursuant 
thereto. 

.  (Temp.)  Disclosure  of  information 
about  plan  members  may  be  made  to 
respective  health  b«iefit  carriers  for  a 
one-time  comparison  with  the  carriers’ 
claim/payment  files.  (Note:  This  routine 
use  will  be  in  effect  for  a  period  of  one 
year  from  its  effective  date.) 

POLICIES  AND  PRACTICES  STORING, 

RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Printed  forms  and  correspondence 
(Note:  In  some  cases,  the  USPS  by 
agreement  with  the  Department  of  Labor 
(DOL),  temporarily  stores  original  case 
files.  These  files  are  considered  to  be 
DOL  records  to  which  DOL  rather  than 
USPS  regulations  apply.)  Continuation 
of  pay  and  DOL  charge-back 
information  is  stored  on  computer 
media. 

retrievabiuty: 

Records  are  retrieved  alphabetically 
by  name  and  social  security  number. 

safeguards: 

Maintained  in  locked  filing  cabinets 
within  the  exclusive  custody  of  the 
injury  compensation  control  point. 
Automated  records  are  protected 
through  computer  password  security, 
encryptions,  and/or  a  computer 
software  security  system. 

retention  and  disposal: 

OWCP  case  files  are  maintained  for 
five  years  after  employee  has  left  the 
Postal  Service,  then  destroyed. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  and  APMG,  Finance 
Department,  Headquarters. 

NOTIFICATION  PROCEDURES: 

Employees  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  head  of  the  facility 
where  employed.  Headquarters 
employees  should  submit  requests  to  the 
System  manager. 

RECORD  ACCESS  PROCEDURE: 

See  NOTIFICATION  PROCEDURE 
above.  (Note:  The  original  case  file  (in 
most  cases)  is  maintained  by  OWCP 
and  must  be  requested  from  that 
organization  as  provided  for  under 
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Department  of  Labor  Privacy  Act 
System  DOL/EAS-13.) 

CONTESTING  RECORD  PROCEDURES: 

The  contents  of  OWCP  records  may 
be  contested  only  by  contacting  OWCP 
as  provided  for  under  the  Department  of 
Labor  Privacy  Act  System  DOL/EAS-13. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
claimant,  the  supervisor,  witnesses, 
physicians,  and  Department  of  Labor. 

USPS  120.099 

SYSTEM  name: 

Personnel  Records — Injury 
Compensation  Payment  Validation 
Records,  120.099. 

SYSTEM  location: 

All  postal  facilities  having  injury 
compensation  units,  National 
Headquarters  and  Postal  Data  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Current  and  former  Postal  Service 
employees  who  have  received  or  are 
receiving  injury  compensation  program 
payments. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Lists  of  individuals  whose  names 
appear  in  two  systems  of  records, 
research  case  records,  and  remuneration 
records  related  to  injury  compensation 
paid  to  current  and  former  employees  by 
the  Postal  Service.  (See  “Retention  and 
disposal"  below  for  cases  in  which  these 
records  are  converted  to  investigative 
files.) 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  1001,  39  U.S.C.  1005. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSE  OF  SUCH  USES: 

Purpose — ^This  information  is  used  to 
identify  instances  in  which  improper 
double  payments  have  been  or  are  being 
made  to  Postal  Service  employees  who 
have  filed  injury/sickness  compensation 
claims  and  to  maintain  records  of  this 
event  as  a  basis  for:  detecting  fraud; 
seeking  remuneration  and/or  legal 
actions;  reporting  the  extent  of  double 
payments  nationwide;  and  for  proposing 
corrective  legislation. 

Use: 

1.  (Temp.)  Disclosure  of  information 
about  plan  members  may  be  made  to 
respective  health  benefit  carriers  for  a 
one-time  comparison  with  the  carriers’ 
claim/payment  files.  (Note:  This  routine 
use  will  be  in  effect  for  a  period  of  one 
year  from  its  effective  date.) 


2.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

3.  Disclosure  may  be  made  to  a 
congressional  offfee  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  circular. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  whidi  the 
Postal  Service  is  a  party  before  a  court 
or  administration  body. 

6.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether 
international.  Federal,  State  or  local, 
charged  with  the  responsibility  of 
investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule, 
regulation  or  order  issued  pursuant 
thereto. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Computer  reports,  paper  records, 
correspondence  and  research  records. 
(Note:  These  files  are  considered  to  be 
USPS  records  to  which  USPS  regulations 
apply.) 

RETRIEV  ability: 

Records  are  retrieved  by  social 
security  number. 

SAFEGUARDS: 

These  restricted  files  are  maintained 
in  locked  file  cabinets.  Access  to 
automated  records  is  protected  through 
a  computer  security  system,  file 
encryption,  and/or  password  protection. 

RETENTION  AND  DISPOSAL: 

a.  Computer  reports. 

(1)  Initial  data  collection  reports  and 
master  file/tapie  are  maintained  for  3 
years  and  destroyed  by 
depersonalization. 

(2)  Subsequent  reports  containing 
affirmative  identifications  become  part 
of  research  case  records. 


b.  Research  case  records  (copies  of 
records  from  other  system — includes 
computer  reports,  paper  records,  and 
correspondence). 

(1)  If  research  determines 
nonapplicability,  destroy  by  burning  or 
shredding,  6  months  after  such 
determination  is  made. 

(2)  If  research  determines 
applicability,  research  records  then 
become  (a)  part  of  an  investigative  case 
file  and  fall  within  system  USPS  080.010, 
Inspection  Requirements  Investigative 
File  System  (refer  to  USPS  080.010  for 
retention  and  disposal  instructions),  or 
(b)  a  remuneration  case  ffle  which  is 
maintained  for  2  years  and  destroyed  by 
burning  or  shredding. 

Extra  copies  of  research  records  are 
destroyed  at  the  time  a  remuneration  or 
investigative  case  file  is  created. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Employees  or  former  employees 
wishing  to  know  whether  information 
about  them  is  maintained  in  this  system 
or  records  should  address  inquires  to 
the  System  manager. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  Postal 
Service  injury  compensation  case  files, 
payment  records  and  employment 
records  as  found  in  USPS  Privacy  Act 
Systems:  USPS  050.020, 120.070,  and 
120.098;  Social  Security  Administration 
death  files;  and  pertinent  Federal  health 
benefit  carriers’  claim/payment  files. 

USPS  120.110 

SYSTEM  NAME: 

Personnel  Records — Preemploy 
Investigation  Records,  120.110 

SYSTEM  location: 

Post  Offfces/Facilities;  Regional  and 
National  Headquarters. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Postal  Employees  and  applicants  for 
employment. 

CATEGORISS  OF  REOOROB  Bl  THE  SYSTEM: 

Replies  from  character  references, 
former  employers  and  local  police 
records,  ch^  history  records  and  odier 
investigative  reports  used  to  determine 
suitability  for  employroenL  Other 
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records  filed  with  these  are:  Civil 
Service  Commission  records  (privacy 
system — CSC/GOVT-4)  compiled 
thrbugh  a  National  Agency  Check  and 
Inquiry  (NACI)  and  forwarded  to  the 
USPS  for  assistance  in  making  a  hiring 
decision. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  use  410(b),  1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEOORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  determine  suitability  for 
employment. 

Use — 

1.  To  any  agency  from  which 
information  is  requested  in  the  course  of 
an  investigation,  to  the  extent  necessary 
to  identify  the  individual,  inform  the 
source  of  the  nature  and  purpose  of  the 
investigation,  and  to  identify  the  type  of 
information  requested. 

2.  In  the  event  of  an  indication  of  any 
violation  or  potential  violation  of  the 
law,  whether  civil,  criminal,  or 
regulatory  in  nature,  and  whether 
arising  by  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thereto  the 
relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal, 
State,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charge 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto;  such  referral 
shall  also  include,  and  be  deemed  to 
authorize  (1)  any  and  all  appropriate 
and  necessary  uses  of  such  records  in  a 
court  of  law  and  before  an 
administrative  board  or  hearing, 
including  referrals  related  to  probation 
and  parole  matters,  and  (2)  such  other 
interagency  referrals  as  may  be 
necessary  to  carry  out  the  receiving 
agency’s  assigned  law  enforcement 
duties. 

3.  To  a  Federal  agency,  in  response  to 
its  request,  in  connection  with  the  letting 
of  a  contract,  or  the  issuance  of  a  license 
grant,  or  other  benefit  by  the  requesting 
agency,  to  the  extent  that  the 
information  is  relevant  and  necessary  to 
the  requesting  agency’s  decision  on 
matters. 

4.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

5.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 


from  the  congresssional  office  made  at 
the  request  of  that  individual. 

6.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

7.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
uppn  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

8.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission  upon  his  request,  when  that 
investigator  is  properly  engaged  in  the 
investigation  of  a  formal  complaint  of 
discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEWING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Information  is  maintained  on 
preprinted  forms  and  correspondence. 

retrievability: 

Information  is  indexed  alphabetically 
by  name. 

SAFEGUARDS: 

Information  is  stored  in  locked  file 
cabinets  accessible  to  those  with  an 
appropriate  security  clearance. 

RETENTION  AND  DISPOSAL: 

a.  If  an  applicant  is  found  unsuitable 
for  employment,  or  if  an  employee  is 
found  unsuitable  after  he  has  begun 
work,  all  local  investigative  records 
which  support  the  decision  of 
unsuitability  will  be  retained  for  a 
period  of  two  years  from  the  date  action 
was  taken  to  deny  or  terminate 
employment,  b.  If  an  employee  is 
initially  found  suitable  for  employment 
as  result  of  a  local  investigation,  and  is 
ultimately  retained  upon  receipt  of  the 
NACI  report  from  the  Civil  Service 
Commission,  the  local  investigative 
reports  will  be  retained  for  a  period  of 
two  years  from  the  date  the  employee  is 
initially  found  suitable  for  employment, 
c.  CSC  NACI  reports  are  retained  in  the 
same  fashion  as  local  investigative 
records. 


SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG.  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURES: 

Apply  to  the  head  of  the  postal  facility 
where  employed  giving  name. 
Headquarters  employees  should  submit 
requests  to  the  System  Manager. 

RECORD  ACCESS  PROCEDURES: 

a.  Local  Investigative  records — Apply 
to  the  head  of  the  postal  facility  where 
employed.  Headquarters  employees 
should  submit  requests  to  the  System 
manager,  b.  CSC  NACI  reports — Apply 
to  the  Civil  Service  Commission  as 
instructed  by  privacy  system  CSC/ 
GOVT-4. 

CONTESTING  RECORD  PROCEDURES: 

See  Record  access  procedures  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  primarily  from 
local  police  records,  former  employers, 
and  character  reference. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT: 

Reference  39  CFR  266.9  for  details. 
USPS  120.120 

SYSTEM  NAME: 

Personnel  Records — Personnel 
Research  and  Test  Validation  Records, 
120.120. 

SYSTEM  location: 

USPS  National  Tests  Administration 
Center,  Los  Angeles,  CA;  USPS  National 
and  Regional  Headquarters;  Bulk  Mail 
Centers;  District  Offices;  and  the 
Oklahoma  City  Computer  Center. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Applicants  for  postal  employment  and 
USPS  employee  applicant  for 
reassignment  and/or  promotion. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Computer  scannable  information  and 
the  applicants’  answers  to  the  test 
questions.  Reports  and  analyses  that 
have  resulted  from  comparison  of 
information  from  this  system  and  from 
system  USPS  120.121. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  verification  of 
the  applicants’  test  score.  Data  are 
collected  whenever  an  examination  is 
given  and  are  used  for  construction, 
analysis,  and  validation  of  w'ritten  tests; 
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for  research  on  personnel  measurement 
and  selection  methods  and  techniques 
and  research  on  personnel  management 
practices  such  as  performance 
evaluation  or  productivity.  Race  and 
national  origin  data  are  used  to  evaluate 
any  adverse  impact  of  the  selection 
process.  Use  of  these  race  and  national 
origin  data  is  limited  to  research 
projects  and  test  validation  conducted 
by  the  Postal  Service.  No  personnel 
decisions  are  made  in  the  use  of  these 
research  records.  Many  data  are 
collected  under  conditions  assuring  their 
confidentiality.  This  confidentiality  will 
be  protected.  Personnel  information  in 
this  system  of  records  is  used  by  the 
personnel  research  staff  in  the  Office  of 
Personnel  Management  of  the  U.S. 

Postal  Service. 

Use — 

1.  To  disclose  information  to  the  Equal 
Employment  Opportunity  Commission 
for  use  in  determining  the  existence  of 
adverse  impact  in  the  total  selection 
process,  in  reviewing  allegations  of 
discrimination,  or  in  assessing  the  status 
of  compliance  with  Federal  law. 

2.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  or  order  issued  pursuant 
thereto. 

3.  To  request  information  firom  a 
Federal,  State  or  local  agency 
maintaining  civil,  criminal,  or  other 
relevant  enforcement  or  other  pertinent 
information,  such  as  licenses,  if 
necessary  to  obtain  relevant  information 
to  an  agency  decision  concerning  the 
hiring  or  retention  of  an  employee,  the 
issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

4.  To  provide  information  or  disclose 
to  a  Federal  agency,  in  response  to  its 
request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  letting  of  a 
contract,  or  issuance  of  a  license,  grant, 
or  other  benefit  by  the  requesting 
agency  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the 
requesting  agency’s  decision  on  that 
matter. 

5.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

6.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 


may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

7.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

8.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Answer  sheets  in  handwritten  form 
and  computer  storage  media. 

retrievabiuty: 

This  system  of  records  is  indexed  by 
employee  name,  batch  number  or 
employee’s  date  of  examination  and 
examination  center  administering  the 
examination. 

safeguards: 

These  records  are  maintained  in 
closed  file  cabinets  in  a  secure  facility. 

retention  and  disposal: 

Records  are  maintained  for  five  years. 
Paper  records  are  destroyed  by 
shredding  and  computer  records  by 
erasing. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether  this 
system  of  records  contains  information 
on  them  should  address  inquiries  to  the 
head  of  the  Test  Administration  Center 
where  they  were  examined.  Inquiries 
should  contain  full  name,  social  security 
number,  date  of  examination, 
examination  mrniber,  and  place  of 
participation  in  the  examination. 

RECORD  ACCESS  PROCEDURES: 

See  "NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  "NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

Applicants’s  test  answers. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT: 

Reference  39.  CFR  266.9  for  details. 


USPS  120.121 

SYSTEM  name: 

Personnel  Records — Applicant  Race, 
Sex,  National  Origin  and  Disability 
Status  Records,  120.121. 

system  location: 

USPS  National  Test  Administration 
Center,  Los  Angeles,  CA. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Applicants  for  USPS  entry-level 
examinations,  including  USPS 
employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Individual's  name.  Social  Security 
Number,  date  of  birth,  lead  office 
installation  number,  race,  sex,  national 
origin  and  disability  status  data. 

AUTHORITY  FOR  MAINTENACE  OF  THE  SYSTEM: 

39  U.S.C.  401, 101  and  5  U.S.C.  7201. 
routine  uses  of  records  maintaineo  in 

THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  the  Postal 
Service  with  the  ability  to  assess  the 
impact  of  personnel  selection  decisions 
on  applicants  in  each  racial,  sex, 
national  origin  and  disability  category. 
Note:  These  data  are  maintained  only  on 
those  applicants  who  volimtarily 
provide  it  and  under  conditions  assuring 
that  the  individual’s  self-identification 
as  to  race,  sex,  national  origin,  and 
disability  status  does  not  accompany 
that  individual’s  application  when  it  is 
under  consideration  by  a  selecting 
official.  Data  are  collected  via  a 
research  questionnaire  on  an  applicant- 
by-applicant  basis  and  used  to  produce 
summary  descriptive  statistics  and 
analytical  studies  to  evaluate 
personnel/organizational  measurement 
and  selection  methods;  implement  and 
evaluate  USPS  affirmative  action 
programs;  determine  any  adverse  impact 
in  the  overall  personnel  selection 
process;  identify  categories  of 
individuals  for  personnel  research;  and 
for  related  work  force  studies. 

Use — 

1.  To  disclose  information  to  the  Equal 
Employment  Opportunity  Commission 
for  use  in  determining  the  existence  of 
adverse  impact  in  the  total  selection 
process,  in  reviewing  allegations  of 
discrimination,  or  in  assessing  the  status 
of  compliance  with  Federal  law. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent 
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in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

4.  Disclosure  may  be  made  in 
response  to  the  order  of  a  court  of 
competent  jurisdiction. 

5.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal. 
State  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  or  order  issued  pursuant 
thereto. 

6.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
A-19  at  any  stage  of  the  legislative  and 
clearance  process  as  set  forth  in  that 
Circular. 

7.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

POUCiES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  Hi  THE  SYSTEM. 

STORAGE: 

Paper  Hies,  magnetic  tape  and  disks. 
retrievabiuty: 

Records  are  retrieved  by  name  and 
Social  Security  Number. 

safeguards: 

Records  are  maintained  in  lockable 
filing  cabinets  in  a  secured  room. 

Access  is  further  restricted  by  computer 
passwords. 

RETENTION  AND  DISPOSAL: 

Records  are  retained  for  Hve  years. 
Manual  records  are  shredded  or  burned 
and  magnetic  tapes  or  disks  are  erased. 
Statiscal  records  (without  individual 
identifiers)  are  maintained  for  as  long  as 
needed  for  the  purpose  of  conducting 
longitudinal  studies. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Individuals  wishing  to  know  whether 
this  system  of  records  contains 
information  about  them  should  address 
inquiries  to  the  head  of  the  Test 
Administration  Center  where  they  are 
examined.  Inquiries  should  be  written, 
signed,  and  contain  full  name.  Social 


Security  Number,  type  of  examination, 
examination  number,  and  the  date  and 
place  of  participation  in  the 
examination. 

RECORDS  ACCESS  PROCEDURE: 

See  Notification  procedure  above. 
Requests  for  access  must  also  follow  the 
USPS  Privacy  Act  regulations  regarding 
access  to  records  and  verification  of 
identity  (39  CFR  266.6). 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  procedure  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  provided  by  applicants 
taking  entrance  examinations. 

USPS  120.130 

SYSTEM  NAME: 

Personnel  Records — Postmaster 
Selection  Program 
Records.  120.130 

SYSTEM  location: 

USPS  Headquarters;  Regional 
Headquarters 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

USPS  employees  desiring  to  be 
considered  for  promotion  to  Postmaster 
position. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name,  address,  date  of  birth,  social 
security  number,  education  summary, 
postal  background  other  employment 
experience.  Postal  Inspector's 
Investigative  Memorandum,  and  other 
pertinet  personal  information. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  use  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  provide  Regional 
Management  Selection  Board  and  the 
National  Management  Selection  Board 
with  fair  and  impartial  information  to 
match  requirements  for  Postmaster 
position  to  the  best  qualified  candidate. 
Use— 

1.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the'congressional  office  made  at 
the  request  of  that  individual. 

4.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 


an  authorized  investigator  appointed  by 
the  Civil  Service  Commission,  upon  his 
request,  when  that  investigator  is 
properly  engaged  in  the  investigation  of 
a  formal  complaint  of  discrimination 
filed  against  the  U.S.  Postal  Service 
under  5  CFR  713,  and  the  contents  of  the 
requested  record  are  needed  by  the 
investigator  in  the  performance  of  his 
duty  to  investigate  a  discrimination 
issue  involved  in  the  complaint. 

5.  Inactive  records  may  be  transferred 
to  a  eSA  Federal  Records  Center  prior 
to  destruction. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  «NO 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Printed,  typed  or  handwritten  forms. 
retrievability: 

Applicant’s  name  and  post  office  for 
which  application  was  made. 

SAFEGUARDS: 

Locked  file  cabinets  in  a  secured 
facility. 

RETENTION  AND  OISPOSAU 

Records  for  positions  24  and  above 
are  maintained  at  National 
Headquarters  for  two  years.  All  records 
are  maintained  at  Regional 
Headquarters  for  five  years.  Records  are 
destroyed  by  shredding  or  burning. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMC,  Employee  Relations 
Department. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether 
this  system  of  records  contains 
information  on  them  should  address 
inquiries  to  the  Regional  Postmaster 
Cene.ral  of  the  region  in  which  the 
application  was  made.  Inquiries  should 
contain  full  name,  the  postal  facility  to 
which  application  was  made,  title  and 
place  of  employment. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  procedure  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  procedure  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
employee,  postal  background  personnel 
data,  and  from  forms  completed  by  the 
employee. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT: 

Reference  39  CFR  266.9  for  details. 
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USPS  120.140 

SYSTEM  NAME: 

Personnel  Records — Program  for 
Alcoholic  Recovery  (PAR),  120.140 

SYSTEM  LOCATION: 

PAR  ofHces,  regional  headquarters 
and  Postal  Data  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

USPS  employees  who  volunteer  for  or 
are  referred  to  the  Program. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Number  of  counseling  contracts  and 
leave  usage  while  participant  in  the 
Program,  name  and  personal 
information  necessary  to  assit 
employees  in  a  Program  of  recovery. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  401 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  Counselors  with 
information  to  maintain  caseload  and 
follow-up  counseling  of  individuals 
under  the  Program.  Used  as  a 
management  date  source  for  statistical 
reporting  on  the  Program. 

USE— 

None. 

POUCIES  AND  PRACTICES  FOR  STORING 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Printed  froms  and  paper  files.  Sick 
leave  and  Leave  Without  Pay 
information  is  stored  on  computer 
media. 

retrievability: 

Employee  name  and  case  number. 
safeguards: 

These  restricted  files  are  maintained 
in  locked  file  cabinets  with  limited 
access  to  PAR  personnel  and  in  secured 
facilities.  Automated  records  are 
protected  through  computer  password 
security  and  encoding  of  personal 
identifiers. 

RETENTION  AND  DISPOSAU  ' 

1.  Case  card  is  destroyed  six  years 
following  close  of  file.  2. 

Correspondence  and  reports  are 
destroyed  three  years  (field)  or  ten  years 
(Headquarters)  after  close  of  case  file.  3. 
Historical  case  records  cared  is 
destroyed  six  years  after  close  of  case 
file.  4.  Case  files  are  destroyed  three 
years  after  recovery  or  one  year  after 
participant  terminates  enrollment.  Paper 


records  are  destroyed  by  shredding  and 
computer  tape/disk  records  are 
destroyed  by  erasing. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations  Dept., 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Employees  participatng  in  the 
Program  should  address  inquiries  to  the 
head  of  the  facility  where  participating 
in  the  Program.  Inquiries  should  contain 
employees  name  and  location  of 
employment.  Headquarters  employees 
should  submit  requests  to  the  SYSTEM 
MANAGER. 

RECORD  ACCESS  PROCEDURES: 

See  NOTinCATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTinCATION  above. 

RECORD  SOURCE  CATEGORIES: 

The  participating  employee,  PAR 
counselor  and  the  referring  source. 

USPS  120.151. 

SYSTEM  name: 

Personnel  Records — Recruiting, 
Examining  and  Appointment  Records, 
120.151. 

SYSTEM  location: 

U.S.  Postal  Service  personnel  ofHces 
and/or  other  offices  within  Postal 
Service  facilities  authorized  to  engage  in 
recruiting  or  examining  activities  or 
make  appointments  to  positions. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Job  applicants. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Personal  and  professional  resumes, 
personal  applications,  test  scores, 
academic  transcripts,  letters  of 
recommendation  and  registers  of 
eligibles. 


ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  managers  and 
personnel  officials  information  in 
recruiting  and  recommending 
appointment  of  qualified  persons. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local  charged  with  the 
responsibility  of  investigating  or 


prosecuting  such  violation  or-  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

2.  To  request  information  from  a 
Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other 
relevant  enforcement  or  other  pertinent 
information,  relevant  to  a  decision 
concerning  the  hiring  or  retention  of  an 
employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or 
the  issuance  of  a  license,  grant  or  other 
benefit. 

3.  Disclosure  may  be  made  to  a 
Federal  agency  in  connection  with  the 
hiring  or  retention  of  an  employee,  the 
letting  of  a  contract  or  issuance  of  a 
license,  grant  or  other  benefit  to  the 
extent  that  the  information  is  relevant 
and  necessary  to  the  agency’s  decision 
on  that  matter. 

4.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

5.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

6.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

7.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

8.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issued  involved  in  the 
complaint. 

9.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 


AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401, 1001. 
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POUCiES  AND  PRACTICES  FOR  STORtNO, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  HU  THE  SYSTEM. 

storage: 

Paper  files,  index  cards,  magnetic 
tape,  punched  cards,  preprinted  forms 
and  computer  printed  reports. 

retrievabiuty: 

Job  applicant  name  and/or  social 
security  number. 

safeguards: 

Paper  records  are  maintained  in 
closed  filing  cabinets  under  scrutiny  of 
designated  managers.  Computer  records 
are  maintained  in  secured  facilities. 

retention  and  disposal: 

Records  are  retained  for  period  of 
usefulness  which  varies  by  type  of 
record  and  ranges  from  one  day  to  10 
years.  Retention  periods  for  individual 
record  types  may  be  found  in  official 
USPS  records  retention  schedules.  At 
the  end  of  period  of  usefulness,  records 
are  destroyed  with  the  exception  of  lists 
of  eligibles  and  examination  cards 
which  are  transferred  to  the  National 
Personnel  Records  Center,  St.  Louis,  Mo. 
Certain  records  of  examination  are 
maintained  as  part  of  USPS  120.120, 
Personnel  Records — Personnel  Research 
and  Test  Validation  Records. 

system  manager(s)  and  address: 

APMG,  Employee  Relations 
Department,  Headquarters. 

notification  procedure: 

Persons  wishing  to  know  whether 
information  is  contained  on  them  in  this 
system  of  records  should  address 
inquiries  to  the  head  of  the  facility  to 
which  job  application  was  made. 
Inquiries  should  contain  full  name, 
social  security  number,  and  if 
applicable,  approximate  date  of 
application  submitted  and  residence. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

RECORD  SOURCE  CATEGORIES: 

Individual,  school  officials,  former 
employers,  supervisors,  named 
references. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT 

Reference  39  CFR  266.9  for  details. 


USPS  120.1S2 

SYSTEM  NAME: 

Personnel  Records — Career 
Development  and  Training  Records, 
120.152. 

SYSTEM  LOCATION: 

Postal  Education  and  Development 
Centers  (PEDCs)  and  other  facilities 
within  the  Postal  Service  where  career 
development  and  training  activities  are 
conducted  or  authorized. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Current  and  former  postal  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Career  development  records  and 
applications  for  and  records  of  postal 
and  non-postal  training.  Also  contains 
examination  and  skills  bank  records, 
including  records  of  special 
qualifications,  skills  or  knowledge; 
career  goals;  education  and  work 
histories  or  summaries. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401.1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  provide  managers  and 
supervisors  with  decisionmaking 
information  to  employee  career 
development,  training  and  assignment. 

Use 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

2.  To  request  information  from  a 
Federal,  State,  or  local  agency 
maintaining  civil,  criminal  or  other 
relevant  enforcement  or  other  pertinent 
information,  relevant  to  a  decision 
concerning  the  hiring  or  retention  of  an 
employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or 
the  issuance  of  a  license,  grant  or  other 
benefit. 

3.  Disclosure  may  be  made  to  a 
Federal  agency,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the 
letting  of  a  contract  or  issuance  of  a 
license,  grant,  or  other  benefit  to  the 
extent  that  the  information  is  relevant 
and  necessary  to  the  agency's  decision 
on  that  matter. 

4.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 


with  the  review  of  private  relief 
legislation  as  set  forth  in  0MB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

5.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

6.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

7.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

8.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Equal  Employment  Opportunity 
Commission,  upon  his  request  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  29  CFR  1613  and 
the  contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  in  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

9.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  files,  index  cards,  magnetic 
tape,  punched  cards,  preprinted  forms 
and  computer  printed  reports. 

retrievability: 

Employee  name  and  social  security 
number. 

SAFEGUARDS: 

Paper  records  are  maintained  in 
closed  filing  cabinets  under  scrutiny  of 
designed  managers.  Computer  records 
are  maintained  in  secured  facilities. 

RETENTION  AND  DISPOSAU 

Records  are  retained  for  a  period  of 
usefulness  which  varies  by  type  of 
record  and  ranges  from  one  to  10  years. 
Retention  periods  for  individual  record 
types  may  be  found  in  official  USPS 
records  retention  schedules.  At  the  end 
of  period  of  usefulness,  records  are 
destroyed.  Certain  records  of 
examinations  are  maintained  as  part  of 
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USPS  120.120.  Personnel  Records — 
Personnel  Research  and  test  Validation 
Records. 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  APMG,  Real  Estate  and 
Buildings  Department,  and  APMG, 
Customer  Services  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Current  and  former  field  employees 
wishing  to  know  whether  information  is 
contained  on  them  in  this  system  of 
records  should  address  inquiries  to  the 
head  of  the  appropriate  employment 
facility.  Headquarters  employees  should 
submit  requests  to  the  System  Manager. 
Inquiries  should  contain  full  name  and 
social  security  number. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
■vjbject,  subject’s  employment  records 
and  his/her  supervisor. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT: 

Reference  39  CFR  266.9  for  details. 
USPS  120.153 
SYSTEM  name: 

Personnel  Records — Individual 
Performance  Evaluation/Measurement, 
120.153. 

SYSTEM  LOCATION: 

U.S.  Postal  Service  facilities  where 
individual  performance  evaluation/ 
measurement  activities  are  conducted. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Current  and  former  postal  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Individual  performance  evaluation 
and  measurement  records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  use  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  provide  managers  and 
supervisors  with  decision  making 
information  for  training  needs, 
promotion  and  assignment 
considerations,  or  other  employee/job 
related  actions. 


1.  To  refer  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

2.  To  request  information  from  a 
Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other 
relevant  enforcement  or  other  pertinent 
information,  relevant  to  a  decision 
concerning  the  hiring  or  retention  of  an 
employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or 
the  issuance  of  a  license,  grant  or  other 
benefit, 

3.  Disclosure  may  be  made  to  a 
Federal  agency  in  connection  with  the 
hiring  or  retention  of  an  employee,  the 
letting  of  a  contract  or  issuance  of  a 
license,  grant  or  other  benefit  to  the 
extent  that  the  information  is  relevant 
and  necessary  to  the  agency’s  decision 
on  that  matter. 

4.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

5.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

6.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

7.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

8.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issued  involved  in  the 
complaint. 


9.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 


storage: 

Paper  filed,  index  cards,  magnetic 
tape,  punched  cards,  preprinted  forms 
and  computer  printed  reports. 

retrievabiuty: 

Employee  name  and  social  security 
number. 

SAFEGUARDS: 

Paper  records  are  maintained  in 
closed  filing  cabinets  under  scrutiny  of 
designated  managers.  Computer  records 
are  maintained  in  secured  facilities. 


Records  are  retained  for  period  of 
usefulness  which  varies  by  type  of 
record  and  ranges  from  one  to  10  years. 
Retention  periods  for  individual  record 
types  may  be  found  in  official  USPS 
records  retention  schedules.  PES  Merit 
Evaluation  forms  are  physically 
maintained  on  the  left  side  of  the 
Official  Personnel  Folder  (USPS  120.070) 
for  a  period  of  two  years.  At  the  end  of 
the  period  of  usefulness  records  are 
destroyed. 


Assistant  Postmaster  General  having 
jurisdiction  over  the  functional  or 
administrative  area  which  developed 
the  particular  performance  evaluation/ 
measurement  procedure. 


Current  and  former  field  employees 
wishing  to  know  whether  information  is 
maintained  on  them  in  this  system  of 
records  should  address  inquiries  to  the 
head  of  the  appropriate  employment 
facility.  Headquarters  employees  should 
submit  requests  to  the  System  Manager. 
Inquiries  should  contain  full  name  and 
social  security  number. 


See  NOTIFICATION  PROCEDURE 
above. 


See  NOTIFICATION  PROCEDURE 
above. 


Information  is  obtained  from  the 
subject,  subject’s  employment  records 
and  his/her  supervisor,  or  program 
director. 


POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 


RETENTION  AND  DISPOSAL: 


CONTESTING  RECORD  PROCEDURES: 


RECORD  SOURCE  CATEGORIES: 


SYSTEM  MANAGER(S)  AND  ADDRESS: 


NOTIFICATION  PROCEDURE: 


RECORD  ACCESS  PROCEDURES: 
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USPS  120.180 
SYSTEM  name: 

Personnel  Records — Skills  Bank 
(Human  Resources  Records),  120.180. 

SYSTEM  location: 

Maintained  by  various  postal  facilities 
as  determined  by  management 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Skills  bank  records  are  maintained  on 
different  categories  of  USPS  employees, 
Women.  PCES  and  employees  in  various 
job  categories. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Employee  name,  social  security 
number,  address,  job  position,  sex, 
educational  background,  work  history, 
salary  history,  skills,  licenses,  language, 
career  preferences,  geographical 
preferences,  special  achievements,  merit 
awards,  project  assignments,  benefits, 
and  other  personal  information.  (The 
various  systems  in  existence  may 
contain  more  or  less  information  than 
specified  herein.) 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Public  Law  92-261,  39  USC  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — Used  by  USPS  management 
to  place  employees  in  new  positions, 
and  to  assist  in  career  planning  and 
training  in  general;  also  used  by 
management  to  provide  statistics  for 
management  of  personnej.  /Use — 

1.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

2.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Disclosure  may  be  made  from  the 
record  of  an  individuaL  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 


POLICIES  AND  PRACTICES  FOR  STORINQ, 
RETRIEVtNO,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Preprinted  forms,  magnetic  tape  and 
disk  files,  computer  reports,  and 
microfiche. 

RETRIEV  ABILITY: 

Name  and  social  security  number. 

SAFEGUARDS: 

Locked  file  cabinets,  controlled 
access,  computer  password 
authentication,  magnetic  tape  library, 
physical  security. 

RETENTION  AND  DISPOSAU 

Paper  records  will  be  destroyed  1  or  2 
years  after  information  is  successfully 
entered  into  the  system  depending  upon 
the  particular  program  involved,  by 
shredding  or  burning.  Automated 
information  will  be  erased  1  year  after 
employee  is  terminated  or  is  no  longer  in 
the  particular  job  category. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether 
such  a  system  exists  at  their  place  of 
employment  or  whether  information 
about  them  is  maintained  in  this  system 
of  records  should  address  inquiries  to 
the  head  of  the  facility  where  employed. 
Headquarters  employees  should  submit 
requests  to  the  System  Manager. 
Inquiries  should  contain  full  name, 
social  security  number,  and  place  of 
employment. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  PROCEDURES 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  PROCEDURES 
above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  directly  from 
employee  and  USPS  personnel  forms 
and  reports. 

USPS  120.190 
SYSTEM  NAME: 

Personnel  Records — Supervisors 
Personnel  Records.  120.190. 

SYSTEM  location: 

Any  Postal  facility. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

USPS  Employees. 


CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  consist  of  summaries  or 
excerpts  from  the  following  other  USPS 
personnel  systems:  120.036, 120.070, 
120.150, 120.180, 120.210:  as  well  as 
records  of  discipline.  In  addition,  copies 
of  other  Postal  Service  records  and 
records  originated  by  the  supervisor 
may  be  included  at  the  supervisor’s 
discretion. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  USC  401, 1001. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — To  enable  supervisors  to 
efficiently  manage  assigned  personnel. 

Use— 

1.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

3.  Disclosure  of  records  of  discipline 
may  be  further  made  to  a  labor 
organization  pursuant  to  the  National 
Labor  Relations  Act  upon  its  request 
when  needed  by  that  organization  to 
perform  properly  its  duties  as  the 
collective  bargaining  representative  of 
postal  employees  in  an  appropriate 
bargaining  unit. 

4.  Records  of  discipline  may  become 
part  of  USPS  120.070  and  would 
therefore  be  subject  to  disclosure  under 
the  routine  uses  of  that  system  of 
records. 

5.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Civil  Service  Commission,  upon  his 
request,  when  that  investigator  is 
properly  engaged  in  the  investigation  of 
a  formal  complaint  of  discrimination 
filed  against  the  U.S.  Postal  Service 
under  5  CFR  713,  and  the  contents  of  the 
requested  record  are  needed  by  the 
investigator  in  the  performance  of  his 
duty  to  investigate  a  discrimination 
issue  involved  in  the  complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  files,  index  cards,  magnetic  tape 
and  disk,  computer  printouts. 

retrievabiuty: 

Indexed  by  employee  name. 
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safeguards: 

Paper  documents/index  cards  are 
locked  in  supervisors  desk  or  filing 
cabinets.  Computer  readable  media  are 
maintained  in  secured  data  processing, 
facilities. 

RETENTION  AND  DISPOSAL: 

1.  Except  for  those  records  of 
discipline  described  in  subparagraphs  2, 
3,  and  4  below,  supervisor’s  personnel 
records  may  be  retained  for  the  duration 
of  the  supervisor-employee  working 
relationship.  Upon  separation  of  an 
employee  from  the  Postal  Service,  the 
entire  file  pertaining  to  that  employee  is 
destroyed  by  burning  or  shredding 
within  30  days. 

2.  Counseling  Records  shall  be 
destroyed  after  one  year  if  there  has 
been  no  disciplinary  action  initiated 
against  the  employee  during  that  period. 

3.  Letters  of  Warning  shall  be 
destroyed  after  two  years  if  there  has 
been  no  disciplinary  action  initiated 
against  the  employee  during  that  period. 

4.  A  record  of  coimseling,  a  letter  of 
warning,  or  other  disciplinaryrecord, 
which  has  been  relied  upon  in  a 
subsequent  suspension  or  discharge, 
will  be  retained  in  this  system  in  accord 
with  subparagraphs  1  through  3  above. 
Such  records  also  will  be  permanently 
filed  in  USPS  120.070,  if  the  subsequent 
suspension  or  discharge  ultimately  is 
sustained  or  modiHed  in  a  manner 
requiring  the  preparation  of  a  Form  50. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Employee  Relations 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Employees  wishing  to  know  whether 
this  system  of  records  contains 
information  on  them  should  address 
inquiries  to  the  head  of  the  facility 
where  employed.  Headquarters 
employees  should  submit  requests  to  the 
System  Manager. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  procedure  above. 
CONTESTING  RECORD  PROCEDURES: 

See  Notification  procedure  above. 

RECORD  SOURCE  CATEGORIES: 

Other  personnel  records  systems, 
supervisor  notes,  employees,  postal 
customers. 

USPS  120.210 

SYSTEM  NAME: 

Personnel  Records — Vehicle 
Maintenance  Personnd  and  Opesatoss 
Records,  120.210. 


SYSTEM  location: 

Vehicle  Service  Operations  at  Post 
Offices,  Sectional  Centers,  District 
Ofbces,  Regional  Offices,  Headquarters, 
Bulk  Mail  Centers,  Postal  Data  Centers 
and  Automatic  Data  Processing  Centers. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

USPS  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Employee  workload,  work  schedule, 
performance  analysis  and  work  habits. 
Employee  name,  age,  length  of  service, 
physical  condition,  vehicle  accidents, 
driving  citations,  safety  awards  records, 
driver  license  revocation  and 
suspension,  driving  habits,  vehicle 
training,  results  of  driving  tests, 
qualifications  to  drive  vehicles. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  provide  local  post  office 
managers,  supervisors  and  Director  of 
Fleet  Management  Operations  with 
information  to  adjust  workload,  change 
schedules,  change  type  equipment 
operated,  lists  of  equipment  assigned  to 
employee,  and  used  as  a  basis  for 
corrective  action  or  safe  driving  awards. 

Use— 

1.  To  provide  GSA  and  USPS  driver 
credentials. 

2.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  rule,  regulation  or  order  issued 
pursuant  thereto. 

3.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  state  of  the  legislative 
coordination  and  clearance  process  as 
*set  forth  in  that  Circular. 

4.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

5.  Disclosure  may  be  made  to  a 
eongreeeional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 


from  the  congressional  office  made  at 
the  request  of  that  individual. 

6.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

7.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  United  States  Civil  Service 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  5  CFR  713,  and  the 
contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  to  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

POUaES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Printed  forms,  and  computer  tapes. 
retrievabiuty: 

Employee  name,  vehicle  number, 
route  number,  work  order  number  and 
facility  name. 

SAFEGUARDS: 

Records  are  maintained  in  closed  Hie 
cabinets  in  secured  facilities. 

RETENTION  AND  DI8POSAU 

a.  Records  pertaining  to  postal-owned 
vehicle  driver’s  individual  testing  and 
driver’s  records  are  retained  for  three 
years  after  separation  of  the  employee 
and  destroyed  by  shredding. 

b.  Accident  reports  are  retained  for 
three  years  and  destroyed  by  shredding. 

c.  Inspection  reports  are  retained  for 
two  years  after  the  date  of  the  report 
and  destroyed  by  shredding. 

d.  Other  records  are  retained  as  long 
as  the  individual  is  employed  as  a 
vehicle  operator,  held  for  one  year  from 
the  date  of  reassignment  and  destroyed 
by  shredding. 

system  MANAGER(S)  and  ADDRESS: 

APMG,  Delivery  Services  Department, 
Headquarters. 

NOT^ATION  procedure: 

Employees  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  head  of  the  facility 
where  employed.  Inquiries  should 
contain  employee’s  full  name,  social 
security  number,  route  number,  work 
station  and  facility  where  employed. 

RBCOnO  ACCESS  PROCEDURES: 

See  •NOnnCA’nON”  above. 
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CONTESTINQ  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

The  employee,  medical  doctors,  driver 
examiner  instructor  state  vehicle 
departments  and  supervisors. 

USPS  120.230 

SYSTEM  NAME: 

.  Personnel  Records — Adverse  Action 
Appeals  (Administrative  Litigation  Case 
Files)  120.230. 

SYSTEM  location: 

Law  Department,  Regional  and 
National  Headquarters. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Employees  involved  in  Veterans’ 
Appeal  and  other  adverse  action 
appeals. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

(a)  Formal  pleadings  and  memoranda 
of  law;  (b)  other  relevant  documents;  (c) 
Miscellaneous  notes  and  case  analyses 
prepared  by  Postal  Service  attorneys 
and  other  personnel;  (d) 

Correspondence  and  telephone  records. 

AUinORmr  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  401,  409(d) . 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  to 
provide  legal  advice  and  representation 
to  the  Postal  Service. 

Use— 

1.  Pursuant  to  the  National  Labor 
Relations  Act.  records  &om  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body  or  other  tribunal. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  oHice  made  at 
the  request  of  that  individual. 

Transferred  to  Department  of  Justice, 
when  needed  by  that  department  to 
perform  properly  its  duties  as  legal 
representative  of  the  Postal  Service, 

5.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 


State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  orTule,  regulation,  or  order 
issued  pursuant  thereto. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  documents  and  computer  tape/ 
disk. 

retrievabiuty: 

By  name  of  litigant(s). 

SAFEGUARDS: 

Folders  containing  paper  documents 
are  kept  in  locked  filing  cabinets  under 
the  general  scrutiny  of  Postal  Service 
attorneys.  Computer  terminals  are 
located  in  a  secured  area. 

RETENTION  AND  DISPOSAL: 

Selected  records  are  maintained  on  an 
active  basis  until  subject  matter  has  no 
information  value,  and  on  an  inactive 
basis  for  an  additional  three  years.  All 
other  records  are  maintained  for  five 
years.  Paper  records  are  shredded  and 
computer  tape/disk  records  are  erased 
at  the  end  of  retention  period. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

General  Counsel,  Law  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  interested  in  reviewing 
records  within  specific  case  files  should 
submit  their  name;  and  case  number,  if 
known,  to  the  General  Cousnel,  Law 
Department,  National  Headquarters. 

RECORD  ACCESS  PROCEDURES: 

See  “System  Manager”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “System  Manager”  above. 

RECORD  SOURCE  CATEGORIES: 

(a)  Employees  involved  in  Veterans 
Appeals  and  other  adverse  actions 
appeals;  (b)  Counsel(s)  or  other 
representative(s)  for  parties  in 
administrative  litigation  other  than 
Postal  Service;  (c)  Other  individuals 
involved  in  appeals.  Source  documents 
include  the  formal  case  tile,  and  other 
records  relevant  to  the  case. 

USPS  120.240 

SYSTEM  name: 

Personnel  Records — Garnishment 
Case  Files,  120.240. 


SYSTEM  location: 

Law  Department,  Headquarters, 
Regional  Counsel  Offices,  Regional 
Headquarters. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Employees  involved  in  garnishment 
cases. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

(a)  Formal  pleadings  and  memoranda 
of  law;  (b)  other  relevant  documents;  (c) 
Miscellaneous  notes  and  case  analyses 
prepared  by  Postal  Service  attorneys 
and  other  personnel;  (d) 

Correspondence  and  telephone  records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401,  409(d) 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  to 
provide  legal  advice  and  representation 
to  the  Postal  Service. 

Use — 

1.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body  or  other  tribunal. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Transferred  to  Department  of 
Justice,  when  needed  by  that 
department  to  perform  properly  its 
duties  as  legal  representative  of  the 
Postal  Service. 

5.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  documents  and  computer  tape/ 
disk. 
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RETmeVABILITY: 

By  name  of  litigant(s]  of  case  and 
State  of  court  action. 

SAFEGUARDS: 

Folders  containing  paper  documents 
are  kept  in  locked  filing  cabinets  under 
the  general  scrutiny  of  Postal  Service 
attorneys.  Computer  terminals  are 
located  in  a  secured  area. 

RETENTION  AND  DISPOSAL: 

Selected  records  are  maintained  on  an 
active  basis  until  subject  matter  has  no 
information  value,  and  on  an  inactive 
basis  for  an  additional  three  years.  All 
other  records  are  maintained  for  five 
years.  Paper  records  are  shredded  and 
computer  tape/disk  records  are  erased 
at  the  end  of  retention  period. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

General  Counsel,  Law  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  interested  in  reviewing 
records  within  specific  case  files  should 
submit  their  name;  and  case  number,  if 
known,  to  the  General  Counsel,  Law 
Department,  National  Headquarters. 

RECORD  ACCESS  PROCEDURES: 

See  “System  Manager”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “System  Manager”  above. 

RECORD  SOURCE  CATEGORIES: 

(a)  Employees  involved  in 
garnishment  cases;  (b)  Counsel(s)  or 
other  representative(s)  for  parties  other 
than  Postal  Service;  (c)  Other 
individuals  involved  in  garnishment 
cases.  Source  documents  include 
internal  memoranda  and  court  related 
documents. 

USPS  130.010 
SYSTEM  NAME: 

Philately — Ben  Franklin  Stamp  Club 
Sponsors  and  Direct  Mail  Responders 
List,  130.010 

SYSTEM  LOCATION: 

Customer  Services  Department, 
Headquarters,  and  at  a  contractor 
computer  center. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Adult  sponsors  of  stamp  clubs  for 
youth  groups  as  well  as  club  presidents 
of  adult  groups. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name  and  address  of  club  sponsors  or 
presidents. 


AUTHORITY  FOR  MAINTENANCE  OF  THE 
system: 

39  U.S.C.  401.404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — As  an  adjunct  to  a  philatelic 
program,  lists  of  club  sponsors  or 
presidents  of  stamp  clubs  are  used  by 
Sectional  Center  personnel  and  District 
personnel  as  well  as  individual 
postmasters  as  follows: 

1.  To  assist  sponsors  in  forming  stamp 
clubs. 

2.  Making  contact  with  clubs  to  assist 
in  program  presentation  and  USPS 
cooperation  at  stamp  shows  and 
philatelic  exhibits. 

3.  Responsiveness  to  philatelic  sales 
requests. 

4.  Determining  USPS  needs  for  films, 
graphics,  and  publications  related  to 
philately. 

5.  To  mail  newsletters  to  stamp  club 
sponsors  and  club  presidents. 

Use— 

1.  Disclosure  may  be  made  to  a 
congressional  office  fiom  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

2.  Disclosure  may  be  made  from  the 

record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
of  administrative  body.  '' 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM: 

storage: 

Paper  files  and  computer  tape/disk. 
retrievabiuty: 

Indexed  by  name  of  individual  and 
ZIP  Code  within  the  club  or  stamp  group 
to  which  he/she  is  associated. 

safeguards: 

Paper  records  are  maintained  in 
locked  steel  file  cabinets  in  a  secured 
facility;  computer  media  are  stored  in  a 
fire  resistant  and  secured  facility. 

RETENTION  AND  DISPOSAL: 

Records  are  maintained  on  a  year-to- 
year  basis  subject  to  reverification  each 
year.  At  the  end  of  retention  period, 
paper  records  are  shredded  and 
computer  tape/disk  records  are  erased. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Customer  Services 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 


inquiries  to  the  System  Manager  above. 
Inquiries  should  contain  full  name, 
address,  and  the  club  or  stamp  group 
with  which  he/she  is  associated. 

RECORD  ACCESS  PROCEDURES: 

See  NOTinCATION  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTinCATION  PROCEDURE 
above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
individual  to  which  the  record  refers. 

USPS  130.040 

SYSTEM  NAME: 

Philately — Philatelic  Product  Sales 
and  Distribution,  130.040. 

SYSTEM  location: 

USPS  Headquarters,  Customer 
Services  Department  and  at  a  contractor 
site. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Customers  who  have  initiated 
correspondence  expressing  an  interest 
in  philately  by  (1)  responding  to  various 
philatelic  product  sales  promotion 
programs  by  submitting  order  forms, 
business  reply  cards,  or  cut  outs  fiom 
posters  and  promotional  literature,  (2) 
providing  postal  clerks  with  name  and 
address  information  to  receive  future 
philatelic  product  announcements,  (3) 
opening  subscription  accounts  for 
philatelic  products,  or  (4)  requesting 
products  in  imsolicited  correspondence, 
such  as  letters. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Customer/ subscriber  name  and 
account  number,  address,  funds  on 
deposit,  remittance  type  and  amount 
order/product  specifications,  order 
history;  also,  speical  lists  identifying 
individuals  who  have  submitted  bad 
checks,  special  services  customers/ 
subscribers,  and  individuals  who  have 
registered  multiple  service  complaints. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C  401,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — (1)  to  operate  a  subscription 
service  for  customers  who  remit  money 
for  a  particular  philatelic  product  or 
products;  (2)  to  maintain  a  file  to  send 
philatelic  product  announcements  and 
sales  literature  to  customers  or 
subscribers;  (3)  to  serve,  as  a  source  for 
statistical  data  for  research  and  market 
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analysis,  billing  and  inventory  data,  and 
mailing  basis  for  product  shipment  and 
(4)  to  identify  discrete  groups  of 
customers/ subscribers  for  better  order 
control  and  service. 

Use — 

1.  Disclosure  may  be  made  where 
there  is  an  indication  of  a  violation  or 
potential  violation  of  law,  whether  civil, 
criminal  or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order 
issued  pursuant  thereto. 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POUC1ES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Maintained  in  original  typed  or 
handwritten  form,  or  microform,  and  on 
magnetic  tape  or  disk  and  computer 
printouts. 

RETRIEV  ability: 

Records  are  indexed  by  customer/ 
subscriber  name  and  by  account 
number,  if  assigned. 

SAFEGUARDS: 

Paper  and  microform  records  are 
maintained  in  closed  Hling  cabinets 
under  general  scrutiny  of  personnel  of 
the  Phalatelic  Sales  Division  and  the 
Building  Security  Guard  Force,  and 
when  maintained  on  magnetic  tape  and 
disk,  the  information  is  protected  by 
ADP  physical,  technical  software  and 
administrative  security  of  the 
Headquarters  Data  Center  or  by 
contractors  providing  similar  protection 
which  is  subject  to  the  audit  and 
inspection  of  the  USPS  Inspection 
Service. 

RETENTION  AND  DISPOSAL: 

ADP  and  microform  records  are 
maintained  for  three  years  after  the 
individual  has  failed  to  make  a  purchase 
or  has  indicated  no  other  interest.  ADP 
records  are  obliterated  after  their  period 
of  usefulness;  microform  records  are 
incinerated.  Correspondence  and  other 
paper  documents  are  retained  for  3 
years  and  then  destroyed  by  shredding. 


SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Customer  Services 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Individuals  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  System  Manager  above. 
Inquiries  should  contain  full  name  and 
address. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  procedure  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  procedure  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  directly  from 
the  individual  as  is  described  in 
“Category  of  Individuals  Covered  by  the 
System”  above. 

USPS  140.020 

SYSTEM  NAME: 

Postage — ^Postal  Meter  Records, 

140.020. 

SYSTEM  LOCATION: 

Post  Offices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Meters  users. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Customer  name  and  address,  meter 
update  activity,  schedule  for  meter 
upgradings  for  on-site  meter  settings, 
license  application,  and  transaction 
documents. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401,  404. 

ROUTINE  uses  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  enable  responsible 
administration  of  postal  meter  activities. 
Use— 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

2.  To  disclose  identity  and  address  of 
meter  user  and  identity  of  agent  of  user 
to  any  member  of  public  upon  request. 

3.  Pursuant  to  the  National  Labor 
Relations  Act.  records  from  this  system 
may  be  furnished  to  a  labpr  organization 


upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

4.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

5.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM.. 

storage: 

Printed  forms. 

RETRIEV  ability: 

Records  are  indexed  by  customer 
name  and  by  numeric  file  of  postage 
meters. 

safeguards: 

Records  are  maintained  in  closed  Hie 
cabinets  in  secured  facilities. 

RETENTION  AND  DISPOSAU 

Records  are  maintained  for  one  year 
after  final  entry  or  the  duration  of  the 
license  and  then  destroyed  by 
shredding. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Rates  and  Classification 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  local  postmaster  from 
which  license  was  obtained  supplying 
name  and  meter  number. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION"  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
individual  and  officials  making  entires 
to  reflect  activities. 

USPS  150.010 

SYSTEM  NAME: 

Records  and  Information  Management 
Records — Information  Disclosure 
Accounting  Records  (Freedom  of 
Information  Act).  150.010. 
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SYSTEM  LOCATION: 

Records  Officer,  USPS  Headquarters, 
and  records  Custodians  at  all  USPS 
facilities. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

USPS  employees  and  citizens 
requesting  information  under  the 
Freedom  of  Information  Act. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name  of  requestor  and  the  type  of 
information  requested. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  401,  412,  5  USC  552;  Public 
Law  93-502. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — Those  records  are  kept  in 
order  to  determine  the  status  of 
information  requested  and  to  facilitate 
the  processing  of  requests. 

Use — 

1.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  files. 

retrievabiuty; 

Individuals  name  and  date  of  request. 

SAFEGUARDS: 

Locked  file  drawers  and  access 
control. 

RETENTION  AND  DISPOSAU 

Records  are  maintained  by 
Custodians  and  the  Records  Officer  for 
a  period  of  two  years.  The  Headquarters 
Library  and  General  Counsel  keep 
permanently  copies  of  legal  proceedings 
and  appeals  related  to  these  records. 

'SYSTEM  MANAGER(S)  AND  ADDRESS: 

Postal  Service  Records  Officer, 

;  leadquarters. 

.NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  Custodian  at  the  facility 
where  request  was  sent.  Inquiries 


should  contain  full  name  and  date  of 
request. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION"  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTinCATION"  above, 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
individual  making  the  request. 

USPS  150.015 

SYSTEM  name: 

Records  and  Information  Management 
Records — Freedom  of  Information 
Appeals  System.  150.015 

SYSTEM  LOCATION: 

USPS  National  Headquarters.  Law 
Department. 

CATEGORIES  OF  INOtVIOUAL  COVERED  BY  THE 

system: 

The  system  encompases  all 
individuals  who  submit  appeals  under 
the  Freedom  of  Information  Act  from 
denials  of  access  to  or  copies  of  records 
maintained  by  the  Postal  Service. 

categories  OF  RECORDS  IN  THE  SYSTEM: 

The  system  consists  of  copies  of  all 

correspondence  relating  to  appeals  from 

the  denials  of  requests  for  access  to  or 

copies  or  records  pursuant  to  the 

Freedom  of  Information  Act,  of 

pleadings  on  civil  actions  arising  under 

the  Act,  and  of  other  documents 

incidential  thereto. 

/ 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

5  USC  552. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSE  OF  SUCH  USES: 

Purpose — To  enable  the  General 
Counsel  to  carry  out  his  duties  as 
appellate  authority  and  to  comply  with 
reporting  requirements.  Use — 

1.  These  records  are  used  to  provide 
information  and  records  to  the 
Department  of  justice  in  its  coordination 
of  responses  to  requests  for  information 
and  its  representation  of  the  Postal 
Service  in  civil  actions,  and  to  prepare 
reports  required  by  5  USC  552(d). 

2.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 


POLICIES  AND  PRACTICES  FOR  STORING 
RETRIEVING  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

These  records  are  stored  in  paper 
folders. 

RETRIEVABIUTY: 

Alphabetically,  by  name  of  the 
requester  except  in  those  instance 
where  a  requester  has  an  appeal  Hied  on 
his  behalf  by  an  attorney.  In  those 
cases,  the  attorney’s  name  might  appear 
as  the  requester  appellant. 

SAFEGUARDS: 

These  records  are  stored  in  locked 
filed  cabinets. 

RETENTION  AND  DISPOSAL: 

These  records  are  kept  indeHnitely. 

SYSTEM  MANAGERfS)  AND  ADDRESS; 

General  Counsel,  Law  Department. 
National  Headquarters. 

NOTinCATION  PROCEDURE: 

Inquiries  should  be  addressed  to  the 
System  Manager  above  and  should 
contain  the  name  of  the  requester  and 
the  name  of  that  person's  attorney. 

USPS  150.020 

RECORD  ACCESS  PROCBOURCS: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

The  individual  to  whom  the  record 
pertains,  and  that  person's  attorney. 

SYSTEM  NAME: 

Records  and  Information  Managment 
Records — Information  Disclosure 
Accounting  Records  (Privacy  Act), 
150.020. 

SYSTEM  LOCATION: 

Records  Officer,  USPS  Headquarters 
and  records  Custodians  at  all  USPS 
facilities. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Any  USPS  employee  or  citizen  who 
makes  an  inquiry  under  the  Privacy  Act. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name  of  inquirer  and  the  type  of 
information  requested  and  USPS 
response  thereto. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  USC  401:  Public  Law  93-579.88 
Statute  1896. 
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ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCUIDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^These  records  are  to 
provide  information  related  to 
requestors  of  personal  information 
under  the  Privacy  Act. 

Use — 

1.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  files. 
retrievability: 

Requesters’  name  and  date  of  inquiry. 

SAFEGUARDS: 

Locked  file  drawers  and  access 
control. 

RETENTION  AND  DISPOSAL.' 

Request  letters  and  related 
correspondence  are  retained  for  two 
years.  Accountings,  of  disclosures  are 
retained  for  five  years  or  the  life  of  the 
disclosed  record,  whichever  is  longer. 
All  records  are  destroyed  by  burning  or 
shredding. 

SYSTEM  MANAQER(S)  AND  ADDRESS: 

Postal  Service  Records  Officer, 
Headquarters. 

NOTIFICATION  procedure: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  sytem  of  records  shold  address 
inquiries  to  the  Custodian  at  the  facility 
where  request  was  sent.  Inquiries 
should  contain  full  name,  and  date  of 
the  request. 

RECORD  ACCESS  PROCEDURES: 

See  “NOTIFICATION”  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “NOTIFICATION”  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
individual  making  the  request. 

USPS  160.010 

SYSTEM  NAME: 

Special  Mail  Services — Insured  and 
Registered  Domestic  Mail  Inquiry  and 
Application  for  Indemnity  Records, 
160.010. 


SYSTEM  LOCATION: 

Rates  and  Classification  Department 
Headquarters,  Postal  Data  Center,  St. 
Louis,  MO,  and  Post  Offices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Insured  and  registered  domestic  mail 
claimants/inquiries  including  mail 
senders  and  addresses. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name  and  address  of  mail  sender  and 
addressee;  declaration  of  claimant/ 
inquirer,  claim/inquiry  status 
information. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  401.  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — This  information  is  used  in 
responding  to  inquiries  on  the  status  of 
domestic  insured  and  registered  mail, 
and  in  the  adjudication  of  claims  related 
to  such  mail. 

Use — 

1.  To  refer  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State  or  local  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  rule,  regulation  or  order  issued 
pursuant  thereto. 

2.  To  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an 
inquiry  from  the  congressional  office 
made  at  the  request  of  that  individual. 

3.  Where  pertinent,  in  any  legal 
proceeding  to  which  the  Postal  Service 
is  a  party  before  a  court  of 
administrative  body. 

4.  Pursuant  to  the  National  Labor 
Relations  Act.  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

5.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVINGi  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM: 

STORAGE: 

Handwritten  and  typed  forms, 
microfilm,  computer  readable  media  and 
printouts. 


retrievability: 

Claimant/inquirer  name,  case  number, 
registered  article  number. 

SAFEGUARDS: 

Handwritten  and  typed  forms  are 
maintained  in  steel  file  cabinets  with 
use  limited  to  claims  personnel. 

Computer  readable  media  are  stored  in 
protected  areas,  and  access  to  the  media 
is  confined  to  authorized  data 
processing  personnel. 

RETENTION  AND  DISPOSAL: 

Domestic  inquiries  are  maintained  for 
two  years.  Claim  records  are  maintained 
for  one  year  at  St.  Louis  Postal  Data 
Center  and  then  transferred  to  the 
Federal  Records  Center  and  maintained 
for  another  three  years.  All  records  are 
destroyed  by  shredding. 

system  manager(s)  and  address: 

APMG,  Rates  and  Classification 
Department,  Headquarters. 

notification  procedure: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  head  of  the  facility 
where  the  insured  or  registered  domestic 
claim  was  filed.  If  claim  has  been  filed, 
inquiry  should  include  claim  number, 
date  of  claim,  insured  or  registered 
number  of  article  mailed. 

RECORD  ACCESS  PROCEDURES: 

NOTIFICATION  PROCEDURE  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

RECORD  SOURCE  CATEGORIES: 

Information  from  the  individual 
completing  the  claim/inquiryform. 

USPS  160.020 

SYSTEM  NAME: 

Special  Mail  Services — Insured  and 
Registered  International  Mail  Inquiry 
and  Application  for  Indemnity  Records. 
160.020. 

SYSTEM  LOCATION: 

Rates  and  Classification  Department, 
USPS  Headquarters:  Postal  Data  Center, 
St.  Louis,  MO;  and  International 
Adjusting  Offices  in  Chicago,  New  York. 
New  Orleans  and  San  Francisco. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Insured  and  registered  international 
mail  claimants/inquirers,  including  mail 
senders  and  addresses,  declaration  of 
claimants/ inquirers,  claim/inquiry 
status  information. 
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AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  U.S.C.  401,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  in 
responding  to  inquiries  regarding 
international  mail,  and  in  the 
adjudication  of  insured  and  registered 
international  mail  claims. 

Use — 

1.  To  refer  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether 
international,  Federal,  State  or  local 
charged  with  the  responsibility  of 
investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or 
implementing  the  statute,  rule, 
regulation  or  order  issued  pursuant 
thereto. 

2.  To  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an 
inquiry  from  the  congressional  office 
made  at  the  request  of  that  individual. 

3.  Where  pertinent,  in  any  legal 
proceeding  to  vyhich  the  Postal  Service 
is  a  party  before  a  court  or 
administrative  body. 

4.  Pursuant  to  the  National  Labor 
Relations  Act,  to  a  labor  organization  * 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

5.  To  refer  an  international  mail 
inquiry  or  claim  to  the  appropriate 
foreign  postal  authority  when  required 
for  claim  resolution. 

6.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  prior 
to  destruction. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Handwritten  and  typed  forms, 
microfilm,  computer  readable  media  and 
printouts. 

retrievabiuty: 

Claimant/inquirer  name,  case  number, 
registered  article  number. 

safeguards: 

Handwritten  and  typed  forms  are 
maintained  in  steel  file  cabinets  with 
use  limited  to  claims  personnel. 
Computer  readable  media  are  stored  in 
protected  areas,  and  access  to  the  media 
is  confined  to  authorized  data 
processing  personnel. 


retention  and  disposau 

International  inquiries  are  maintained 
for  three  years.  Claim  records  are 
maintained  for  one  year  at  St.  Louis 
Postal  Data  Center  and  then  transferred 
to  the  Federal  Records  Center  and 
maintained  for  another  three  years.  All 
records  are  destroyed  by  shredding. 

system  manager(s)  and  address: 

APMC.  Rate  and  Classification 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  head  of  the  facility 
where  the  insured  or  registered  foreign 
mail  claim  was  filed.  If  claim  has  been 
filed,  inquiry  should  include  claim 
number,  date  of  claim,  insured  or 
registered  number  of  article  mailed. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTinCATION  PROCEDURE 
above. 

RECORD  SOURCE  CATEGORIES: 

Information  from  the  individual 
completing  the  claim/inquiry  form. 

USPS  160.030 

SYSTEM  NAME: 

Special  Mail  Services — Express  Mail 
Service  Insurance  Claims  for  Loss  Delay 
and  Damage,  160.030. 

SYSTEM  location: 

St.  Louis  Postal  Data  Center,  St.  Louis, 
MO. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Postal  Service  forms  and 
correspondence  related  to  the  claims. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.C.  401,  404. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  in 
the  adjudication  of  express  mail  service 
claims  for  loss,  delay  and  damage. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether 
international.  Federal,  State  or  local, 
charged  with  the  responsibility  of 
investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or 


implementing  the  statute,  rule, 
regulation  or  order  issued  pursuant 
thereto. 

2.  Pursuant  to  the  National  Labor 
Relations  Act,  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

3.  To  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an 
inquiry  from  the  congressional  office 
made  at  the  request  of  that  individual. 

4.  Where  pertinent,,  in  any  legal 
proceeding  to  which  the  Postal  Service 
is  a  party  before  a  court  or 
administrative  body. 

5.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Stored  in  file  cabinets  in  original, 
typed,  handwritten,  copied  or  printed 
form. 

retrievabiuty: 

Claims  are  ordered  by  date  of  mailing 
but  are  retrieved  by  name  of  claimant 
through  visual  scanning. 

SAFEGUARDS: 

Maintained  in  steel  file  cabinets 
within  the  exclusive  custody  of  Express 
Mail  Marketing  personnel  in  the 
Customer  Services  Department  and 
Claims  Personnel  in  the  Rates  and 
Classification  Department’. 

RETENTION  AND  DISPOSAU 

Records  are  retained  for  one  year  then 
destroyed  by  shredding. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMC,  Rates  and  Classification 
Department,  Headquarters. 

NOTtnCATION  PROCEDURE: 

Claimants  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  SYSTEM  MANAGER.  - 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  PROCEDURE 
above. 
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RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
claimant  or  designated  representative. 

USPS  190.030 

SYSTEM  NAME: 

Litigation  Records — Labor  Law  Topic 
Files,  190.030. 

SYSTEM  LOCATION: 

Law  Department,  National 
Headquarters. 

CATEGORIES  Of  INDIVIOUALS  COVERED  BY  THE 
SYSTEM: 

Individuals  involved  in  employee  and 
labor  relations  matters. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

(a)  Miscellaneous  notes,  memoranda 
of  law,  and  case  analyses  prepared  by 
Postal  Service  attorneys  and  personnel; 
(b)  Other  relevant  documents;  (c) 
Correspondence  and  telephone  records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  U.S.a  401,  409(d). 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  to 
provide  legal  advice  and  representation 
to  the  Postal  Service. 

Use — 

1.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body  or  other  tribunal. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Transferred  to  the  Department  of 
Justice,  when  needed  by  that 
department  to  perform  properly  its 
duties  as  legal  representative  of  Postal 
Service. 

5.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal. 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 


POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING.  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  documents  and  computer  tape/ 
disk. 

retrievabiuty: 

By  topic  title  or  name  of  individual. 

SAFEGUARDS: 

Topic  folders  are  kept  in  locked  filing 
cabinets  under  the  general  scrutiny  of 
Postal  Service  attorneys.  Computer 
terminals  and  tape/disk  files  are  located 
in  a  secured  area. 

RETENTION  AND  DISPOSAL: 

Selected  records  are  maintained  on  an 
active  basis  until  subject  matter  has  no 
information  value,  and  on  inactive  basis 
for  an  additional  three  years.  All  other 
records  are  maintained  for  five  years. 
Paper  records  are  shredded  and 
computer  tape/disk  records  are  erased 
at  the  end  of  retention  period. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

General  Counsel.  Law  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  interested  in  reviewing 
records  within  specific  files  should 
submit  their  name  and  file  topic  title,  if 
known,  to  the  General  Counsel,  Law 
Department,  Headquarters. 

RECORD  ACCESS  PROCEDURES: 

See  Notification  Procedure  above. 

CONTESTING  RECORD  PROCEDURES: 

See  Notification  Procedure  above. 

RECORD  SOURCE  CATEGORIES: 

(a)  Individuals  involved  in  employee 
and  labor  relations  matters;  (b) 
Counselfs]  or  other  representative(s)  for 
parties  in  an  action  other  than  the  Postal 
Service;  (c)  Other  individuals  involved 
in  this  matter.  Source  documents  include 
internal  memoranda,  court  related 
documents,  case  files  and  other  relevant 
records. 

USPS  200.010 

SYSTEM  NAME: 

.Non-Mail  Monetary  Claims — 
Relocation  Assistance  Claims,  200.010 

SYSTEM  LOCATION: 

USPS  National  Headquarters  (Real 
Estate  and  Buildings  Department), 
Washington,  D.C.  20260,  and  all 
Regional  Real  Estate  and  Buildings 
Departments. 


CATEGORIES  OF  INDIVIOUALS  COVERED  BY  THE 
SYSTEM: 

Owners  and  tenants  of  real  property 
purchased  or  leased  by  the  U.S.  Postal 
Service. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Completed  claim  forms  and  other 
documents  related  to  indemnifying 
occupants  of  property  acquired  by  the 
U.S.  Postal  Service. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Uniform  Relocation  and  Assistance 
and  Real  Property  Acquisition  Policies 
Act  of  1970  (P.L.  91-646)  and  39  USC  401. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — This  information  is  used  to 
adjudicate  claims  for  reimbursement  of 
relocation  expenses  incurred  by  owners 
and  tenants  of  real  property  acquired  by 
the  U.S.  Postal  Service. 

Use — 

1.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  0MB  Circular 
No.  A-19  at  any  stage  of  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

3.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body,  or  in  connection 
with  the  settlement  of  any  claim  or  the 
resolution  of  any  dispute. 

4.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal, 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  rule,  regulation,  or  order  issued 
pursuant  thereto. 

5.  Inactive  records  may  be  transferred 
to  a  GSA  Federal  Records  Center  for 
storage  prior  to  destruction. 

6.  May  be  disclosed  to  a  Federal 
compliance  investigator  for  case  or 
program  review. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Stored  in  file  cabinets  in  original, 
typed,  printed  or  handwritten  form. 
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retrievabiuty: 

Claims  are  ordered  and  retrieved 
alphabetically  by  claimant  name  within 
project  file. 

SAFEGUARDS: 

Maintained  in  locked  Hie  cabinets 
within  the  exclusive  custody  of  Real 
Estate  and  Buildings  Department 
management  personnel. 

RETENTION  AND  DISPOSAL: 

Records  are  retained  for  the  life  of  the 
facility  and  then  destroyed. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Real  Estate  and  Buildings 
Department,  Headquarters. 

NOTIFICATION  PROCEDURE: 

Claimants  wishing  to  know  whether 
and  what  information  about  them  is 
maintained  in  this  system  of  records 
should  address  inquiries  to  the  same 
facility  to  which  they  applied  for 
relocation  benefits. 

RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  Procedure 
above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  Procedure 
above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  previous 
dwelling  owner  or  tenant  claimant  and 
Postal  Service  claim  reviewers  and 
adjudicators. 

USPS  200.020 

SYSTEM  NAME: 

Non-Mail  Monetary  Claims — 
Monetary  Claims  involving  Present  or 
Former  employees  (case  files),  200.020 

SYSTEM  location: 

Law  Department.  Headquarters, 
Regional  Counsel  Offices.  Regional 
1  leadquarters. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
system: 

Individuals  involved  in  monetary 
claims  cases. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

(a)  Formal  pleadings  and  memoranda 
of  law;  (b)  Other  relevant  documents;  (c) 
Miscellaneous  notes  and  case  analyses 
prepared  by  Postal  Service  Attorneys 
and  other  personnel;  (d) 

Correspondence  and  telephone  records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

39  use  401,  409(d). 


ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^This  information  is  used  to 
provide  legal  advice  and  representation 
to  the  Postal  Service. 

Use — 

1.  Pursuant  to  the  National  Labor 
Relations  Act,  records  from  this  system 
may  be  furnished  to  a  labor  organization 
upon  its  request  when  needed  by  that 
organization  to  perform  properly  its 
duties  as  the  collective  bargaining 
representative  of  postal  employees  in  an 
appropriate  bargaining  unit. 

2.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  before  a  court 
or  administrative  body  or  other  tribunal. 

3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual. 

4.  Transferred  to  the  Department  of 
Justice,  when  needed  by  that 
department  to  perform  properly  its 
duties  as  legal  representative  of  the 
Postal  Service. 

5.  To  refer,  where  there  is«n 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal, 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal. 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  documents  and  compute  tape/ 
disk. 

retrievability: 

By  name  of  litigant(s). 

safeguards: 

Folders  containing  paper  documents 
are  kept  in  locked  filing  cabinets  under 
the  general  scrutiny  of  Postal  Service 
attorneys.  Computer  terminals  and 
tape/disk  files  are  located  in  a  secured 
area. 

RETENTION  AND  DISPOSAU 

Selected  records  are  maintained  on  an 
active  basis  until  subject  matter  has  no 
information  value,  and  on  an  inactive 
basis  for  an  additional  three  years.  All 
other  records  are  maintained  for  five 
years.  Paper  records  are  shredded  and 
computer  tape/ disk  records  are  erased 
at  the  end  of  retention  period. 


SYSTEM  MANAGER(S)  AND  ADDRESS: 

General  Counsel.  Law  Department. 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Persons  interested  in  reviewing 
records  within  specific  case  files  should 
submit  their  name:  and  case  number,  if 
known,  to  the  General  Counsel,  Law 
Department,  National  Headquarters. 

RECORD  ACCESS  PROCEDURES: 

See  "System  Manager"  above. 

CONTESTING  RECORD  PROCEDURES: 

See  “System  Manager"  above. 

RECORD  SOURCE  CATEGORIES: 

(a)  Individuals  involved  in  monetary 
claims  cases,  (b)  Counsel(s)  or  other 
representatives  for  parties  in  litigation 
other  than  Postal  Service.  Source 
documents  include  records  relevant  to 
the  case. 

USPS  210.020 
SYSTEM  NAME: 

Contractor  Records — Driver  Screening 
System  Assignment  Records.  210.020. 

SYSTEM  location: 

Mail  Processing  Department, 
Headquarters,  Regional  Offices; 
Sectional  Centers:  Bulk  Mail  Centers; 
District  Offices;  Post  Offices:  Postal 
Data  Centers:  and  Transportation 
Management  Offices  (TMOs). 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Persons  under  a  highway  contract 
with  the  USPS. 

categories  of  records  IN  THE  SYSTEM: 

Name,  social  security  number  and 
highway  contract  to  which  assigned. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

39  use  401. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Purpose — ^To  ascertain  employees 
having  an  assignment  requiring  access 
to  mail  or  postal  premises  under 
contract  with  the  USPS. 

Use — 

1.  To  refer,  where  there  is  an 
indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal 
or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal. 
State,  or  local,  charged  with  the 
responsibility  of  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the 
statute,  or  rule,  regulation,  or  order 
issued  pursuant  thereto. 
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2.  May  be  disclosed  to  the  Office  of 
Management  and  Budget  in  connection 
with  the  review  of  private  relief 
legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as 
set  forth  in  that  Circular. 

‘3.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  the  congressional  office  made  at 
the  request  of  that  individual, 

4.  Disclosure  may  be  made  from  the 
record  of  an  individual,  where  pertinent, 
in  any  legal  proceeding  to  which  the 
Postal  Service  is  a  party  befqre  a  court 
or  administrative  body. 

5.  Information  contained  in  this 
system  of  records  may  be  disclosed  to 
an  authorized  investigator  appointed  by 
the  Equal  Employment  Opportunity 
Commission,  upon  his  request,  when 
that  investigator  is  properly  engaged  in 
the  investigation  of  a  formal  complaint 
of  discrimination  filed  against  the  U.S. 
Postal  Service  under  29  CFR  1613  and 
the  contents  of  the  requested  record  are 
needed  by  the  investigator  in  the 
performance  of  his  duty  of  investigate  a 
discrimination  issue  involved  in  the 
complaint. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
f  iSPOSING  OF  RECORDS  IN  THE  SYSTEM. 

c  TOR  age: 

Originally  typed,  printed  or 
handwritten  form;  magnetic  tape  and 
c  omputer  printed  reports. 

retrievability: 

Primarily  by  highway  contract  and 
postal  locations  serviced:  secondarily, 
by  individual's  social  security  number 
and  name. 

SAFEGUARDS: 

Through  computerized  codes  and 
passwords,  access  is  restricted  to  offices 
that  are  the  authority  for  a  specific 
contract  and  to  only  those  post  offices 
serviced  by  the  contract. 

RETENTION  AND  DISPOSAL: 

Records  are  held  one  year  after  the 
contract  expires,  or  one  year  following 
an  individual's  employment  termination 
with  a  company  that  has  been  awarded 
a  highway  contract. 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

APMG,  Mail  Processing  Department, 
Headquarters. 

NOTIFICATION  PROCEDURE: 

Contractors  wishing  to  know  whether 
information  about  them  is  maintained  in 
this  system  of  records  should  address 
inquiries  to  the  TMO  Manager,  Inquiries 
should  contain  full  name  and  highway 
contract  number. 


RECORD  ACCESS  PROCEDURES: 

See  NOTIFICATION  above. 

CONTESTING  RECORD  PROCEDURES: 

See  NOTIFICATION  above. 

RECORD  SOURCE  CATEGORIES: 

Information  is  obtained  from  the 
contractor. 

List  of  U.S.  Postal  Service  Facilities 
Referenced  Herein. 

The  address  of  each  Postal  Service  * 
facility  to  which  requests  may  be  sent 
(referred  to  in  systems  descriptions), 
other  than  post  offices  and  the 
geographical  area  served,  is  provided 
below.  The  addresses  of  individual  post 
offices  are  not  provided  because  of  their 
large  number  and  because  that 
information  is  available  locally  to  all 
concerned  individuals. 

The  addresses  of  all  Postal  facilities, 
including  locations  in  Puerto  Rico,  and 
the  Virgin  Islands  are  contained  in  THE 
NATIONAL  ZIP  CODE  AND  POST 
OFFICE  DIRECTORY,  Publication  65, 
STOCK  NUMBER  039-000-00261-2, 
available  for  sale  by  the  Superintendent 
of  Documents,  U.S.  Covernment  Printing 
Office,  Washington,  D.C.  20402. 

Postmasters,  upon  request,  will  supply 
the  addresses  of  the  Management 
Sectional  Centers  and  District  Offices  to 
which  they  report. 

The  following  excerpts  of  addresses 
and  areas  serviced  is  provided  for 
convenience  of  Privacy  Act 
correspondents,  and  obviates  the 
repetition  in  each  notice.  All 
“Headquarters”  addresses  are: 

(Office),  U.S.  Postal  Service,  475 
L'Enfant  Plaza  West  SW.,  Washington, 
D.C.  20260. 

Postal  Service  Regional  Offices 

Regional  Postmaster  General,  Central 
Region,  Main  P.O.  Bldg.,  Chicago,  IL 
60699.  (States  serviced:  IL.  MI,  OH,  IN, 
HY,  WI,  MN,  lA,  MO,  ND,  SD,  NE,  KS 
(except  679).) 

Regional  Postmaster  General,  Eastern 
Region,  P.O.  Box  8601,  Philadelphia,  PA 
19101.  (States  serviced:  VA,  WV,  MD, 

DE,  PA,  DC,  and  those  portions  of  New 
York  State  and  New  Jersey  outside  the 
Greater  New  York  City  Metropolitan 
area.) 

Regional  Postmaster  General, 

Southern  Region,  5100  Popular  Ave., 
Memphis,  TN  38166.  (States  serviced: 

TN,  AL,  MS.  TX,  LA,  GA,  FL,  NC,  SC, 
OK,  AR  and  KS  (679).) 

Regional  Postmaster  General, 
Northeast  Region,  1633  Broadway  (at 
50th  Street)  New  York,  NY  10098.  (States 
serviced:  New  York  City,  Rl,  MA,  NH, 
VT,  ME,  and  those  portions  of  New  York 
State,  Connecticut,  and  New  Jersey 
w'ithin  the  New  York  City  Metropolitan 


area,  also  Puerto  Rico  and  Virgin 
Islands.) 

Regional  Postmaster  General, 
Western  Region,  850  Cherry  St.,  San 
Bruno,  CA  94099.  (States  serviced:  CA, 
NV,  HI,  AK,  WA,  OR,  MT,  ID,  WY,  UT. 
CO,  AZ,  NM,  EL  Paso,  TX  Dist.  and 
Guam.) 

Inspection  Service 

Chief  Postal  Inspector,  U.S.  Postal 
Service,  475  L’Enfant  Plaza  West  SW., 
Washington,  D.C.  20260. 

Training  Institute 

Postal  Service  Training  and 
Development  Institute,  10000  Kentsdale 
Drive,  Potomac,  MD  20854. 

National  Test  Administration  Center 

National  Test  Administration  Center, 
U.S.  Postal  Service,  Federal  Building, 
Room  2001,  300  North  Los  Angeles 
Street,  Los  Angeles,  California  90012, 

Bulk  Mail  Centers 

Atlanta,  1805  Bolton  Road,  NW., 
Atlanta,  GA  30369. 

Chicago,  7500  West  Roosevelt  Road, 
Building  No.  1,  Forest  Park,  IL  60130, 
Cincinnati,  3055  Crescentville  Road, 
Cincinnati,  OH  45235. 

Dallas,  P.O.  Box  21106,  Dallas,  TX 
75211. 

Denver,  7755  East  56th  Avenue, 
Commerce  City,  CO  80022. 

Des  Moines,  4000  NW.,  109th  Street, 
Des  Moines,  lA  50395. 

Detroit,  17500  Oakwood  Boulevard, 
Allen  Park,  MI  48101. 

Greensboro,  3701  West  Wendover 
Avenue,  Greensboro,  NC  27495. 

Jacksonville,  7415  Commonwealth 
Avenue,  Jacksonville,  FL  32099. 

Kansas  City,  4900  Speaker  Road, 
Kansas  City,  KS  66106. 

Los  Angeles,  4701  South  Eastern 
Avenue,  Bell,  CA  90201. 

Memphis,  1921  Elvis  Presley 
Boulevard,  Memphis,  TN  38136. 

Minneapolis-St.  Paul,  3165  South 
Lexington  Avenue,  St.  Paul,  MN  55121. 

New  York,  80  County  Road,  Jersey 
City.  NJ  07307. 

Philadelphia,  1900  Byberry  Road, 
Philadelphia,  PA  19116. 

Pittsburgh,  R.D.  No.  2,  Wexford,  PA 
15090. 

St.  Louis,  5800  Phantom  Drive, 
Hazelwood,  MO  63042. 

San  Francisco,  2501  Rydin  Road, 
Richmond,  CA  94850. 

Seattle,  P.O.  Box  5000,  Federal  Way, 
WA  98002. 

Springfield,  190  Fiberloid  Street, 
Springfield,  MA  01151. 

Washington,  9201  Edgeworth  Drive, 
Washington,  D.C.  20027. 
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